
DOCUMENT RESUME

ED 097 922 JC 740 416

TITLE A System for the Evaluation of Career Programs in the
Community Colleges of Maryland.

INSTITUTION Maryland State. Board For Community Colleges,
Annapolis.; Maryland State Dept. of Education,
Baltimore. Div. of Vocational-Technical Education.

PUB DATE May 74
NOTE 108p.

EDRS PRICE MF-S0.75 BC-S5.40 PLUS POSTAGE
DESCRIPTORS *Career Education; *College Role; *Community

Colleges; *Evaluation Methods; Guides; Post Secondary
Education; *Program Evaluation; Questionnaires; State
Colleges

IDENTIFIERS *Maryland

ABSv4ACT
Guidelines for evaluating postsecondary career

education programs in Maryland are provided. The basis for the
evaluation system self-study design is a model developed by Malcolm
Provus and described in nEducational Evaluation: New Roles, New
Means, The Sixty-eight Yearbook of the National Society for the Study
of Education, Part II.N The chapters of guide are: I. Program
Evaluation; II. Organizing the Self-Study Team (Level II); III. Phase
I Program Objective Evaluation (Level II); IV. Phase II Educational
Process Evaluation (Level II); V. Phase III Installation Evaluation
(Level IX); VI. Phase IV Product Evaluation (Level XI); and VII.
Phase V Evaluation of theCost Benefits (Level II). In addition,
appendixes present: A. SBCC Program Proposal Manual; B. Student
Placement Questionnaire; C. Graduate Follow-up Questionnaire; D.
Long-Range Follow-up Questionnaire; and E. Employer Rating of
Students. The board members of the Maryland State Board for Community
colleges and of the Maryland State Board of Education are listed.
(DB)



EAI,V7 A7:1). STAl'i: 'CO111-11,1:;ITY k-01,1EGES

BOARD KM 3ERS

Clifford K. Beck, ChalrMan

Samuel F. Mii ;sie, Jr., Vice Clialitnin

ikwira G. Cristo Jr.

Dennis M. Maione

Francis H. Morris

William S. Sartorius

James A. Sensenbaugh

Charles Mindel.

Alfred C. O'Connell, Executive Director



PAR hot && rti

41i T31,,..at ;,4 .7u aTh

Mfin

env

. i '..

A SYSTEM PP.' THE EVALUATION OF

CAREER ?ROMANS TN THE

COMMITNITY COUAGES OF MARYLAND

MARV-A:31 STA7F PoARD FOR CGMMIT=TY COLLEGES

A:3")

T!E DIVISION OF VOCATIONAL-TECHNICAL EDUCATION

OF THE

MARYLAND STATE DEPARTMENT OF EDUCATION

DeveLTed by the

Y.MMUNITY CGLI.EGE CAREER PROGRAM EVALUATION COMMITTEE

May 1974



A .11,STEM FoR TUE EVALUATION OF

:".AREER PROGRAMS TN vr,

ccnNITUTY COLLEGES OF MARYLAND

Developed by the

COMMTWTY CaLEi:3E CAREER PROGRAM EVAIIIATION COMMITTEE

giry L. Ellis,
foctrd of Trustees, Prince George's Community College

Me.lvin slirner,

Ao.1-1,t.int Director, Division of Vocational-Technical Education,
Meryl Ind State Department of Education

W,hert L. ("yell, Chairman

Pe :n of Int,tituti=a1 Research and Analysis, Montgomery Community
(-.11ecle

Brent M. Johnson,
A:...int,Int Executive Dirf,ctor, State Board for Community Colleges

Mirinus Kip,
Cordinator, Research Coordinating Unit, Maryland State Department
,! Education

D. Dile Rhodes,
De in of Occupational Education, Harford Community College

Thomi:; D. Sepe,

A;;sistant Dean rf Curriculum, Harford Community College
;Imo:. S. Smith,

5peciAlizt, Postsecondary Education, Maryland State Department of
Education

Eugene 3. Sullivan*

'urrit-ulum Development Specialist, State Board for Community Colleges
C. Wise,

De in r:J* Technical and Career Education, Prince George's Community College
1sert L. Young111,-nd

Lletn of Career Pr,orams, Allegany Community College

"ct,signed frnm C,7Nmmittee Is 1 result of change in employment.



(.1/:4;1

L.1Alv.11;; mk.t w11:1; t. ',mmItt., -1

suggc..1to,1 I:r The inTrlovemn

:110 r.y2tt-m.

G. N,rman Drelsch,
Assimiato Pean Fss.7x Commu'U t-.y College

Trevnr Carpenter,
VI-rector Frwram clevt,11.ment Ch,ltles C-T1%fy community

Masaly Ooldstcln,

Dite(:tor of Instituti_mll Pez,varc.h Comminity e of Baltimore

Rich,Ird Bowers,

Dean of Career Progr:rms Arun~ Arundel Community College

Jack W. Friedman,
Director Pusihesn and Technical
Studies y college o Baltimore

Steve DeJOng,
D1rector of.Ciccupatior-4 Frogrlms Cef..11- Community C.,711Iwie

Joseph A. Scarlett,
Diretor k;f Career Z'r0,7rams (Wonsvnie C.,-)mmunity College

Mark nolOsmith,
Research Coordinator Cllarls County Community (7o11oge

Joan Faber,

Development Specialist Montgomery Community C'1 Iege

Norman M. r. array,

Assistant ;r-,Irams pe,il,-e C111.,

John W,Giilespie,
Director Ott Co.ltinuiNg Eduratirm Ikeldaik rnmmunity col lett('

Genrge R. Strusberger,
As Deun for Career iroqram H,Af.r.;:t(1,:n T11,!;icr 0111010

Arnold Maner,
Associate tit CAreet rrqr,ims fisAslird ComTAnIty CGIlege



AMIL:ORY ciht.t1 r:

:tit ttq Milry I C*c..linv I. Ct)tnrmxii t.y. ege

CommItto on ,..Tinu.iry 2'3, 1974 ,and reviewed

st-vme "Al ' recommendations of the deans were incorpo-'

14 I f 1.1",. I in if it a+

!

.1'4

.f the

F7rosomcro
iloar.

AlflirL

..?(If-

1: ; :. N:
1)41. t!L 1!Ist !I r v

ct 1..51

i r

X0 2.)

1.-e in I Ind lnstructit.:.

F.
At.. I.-

1,Jvil A.
hIr x

"litj III

Allegany Commun3ty College

Catonsville Commlinity Coll ge

t'ta,. i 1 17, )mmut, ty Ileie

Charles County Community College

Dundalk Community College

Frederick Community College

norrett Community College

Harford Community College

Mnntgomery Community College

Hagerstown Junior College

Harbor Campus
Community Collecr. of Baltimore



iiiEFACT

rr it lm ovlla,tion devel_-,ped by the Maryland Community

1r,-(TrIn 1.:,aluation culmittot, Ls tii esult countless

: h, :`turfy, ind discussion.

T111.° pr -1, y.11 was drvcicped In response tc ar explicit need to provide

td:LitUrdt,,rz. and State agency pc-rsonnel with technique which

wi:. w.trninl :114ins when a program is ineffective, and which

-ly step method3logy fot discovering where, in the

T tAxist.

m, ruly hlv.2 wl:mk?d !'or 1 set of criteria standirds against

a pry ,It might be ,wtluated, the Committee has established only a

t n. Criteria and standards must be establizhed by

,.mmur, fit th'7, environment in which the program existM.

,i1

fq th(. Ewa luation system self-study design is a model

m ;roVtit: lnd d.t.sr7ribed in Educational Evaluation: New

7: ow mt,a4z, Sixty-oight Yearbook of the nitional Society for

EJu:71tIon, Plrt Tr.



.;;

, 111: t t it 4111 ty ..1 t tlt.A c,7,mmunity

vy

. .,`rt%;;A.i

spez7.1f led in'
t^

-90" 57;:;,--tit0'

ar f 4 1,t EV,.l.ry In uct:41r,.department

trul:tt,oserA4:: %.0ur4.inces, on the hand, thiAt the

;, 44 pt 1r wr. . 1141nq tho mist..; of the college, ,ind, on the ether,

t wAy; larrove the progrim. The purpose c,f this mAnual is to

1:1toro:4tJ In ,,i73luatin college programs with a system,

t, will rec:ommendatio.nsto the president.

1."-, t 4,- t pt z t,,t,,t...1.41

h :4..c.,1f-iwala4*-Ion by 4:it17:ens, studtmts, lnd
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-Al with procrami;. The evalLition system developed

CArer.:-r Pr:...1gram Evaluation Committee and

thlz .ttictetor, :4-1 the Involvement of the local

The C:"..mitte.:, retti-rml7es that the collegeas responsible for

IT-gt ii'. The ultimtto purpone of evaluation Is program

..thativ Change Is extremely difficult to bring

e, n.11 !nztitutl n unless thoL:e riffr-.tted by, and responsible

r, Tr,,or-sms .are p,,n,111y ItivDIve4 in the process of discovering

t r Itx!' do::lining the Improvements. Otherwise, regard-

: 4, ,111 o r 1.A . :uch improvomentl- 1111. ht 1.), ;such ptTosals are
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r At l tor c.ireer prIri'sm ov,Aluation is therefore
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1-1.1:111, Instrnmc,ntM1n

to how progrom ovAln,ticn '21.1 he :7.dazte.i 'L ewry therf7r

Is another which claims ,NOL wliat the tirs ,'`..'sod. Vol very

moanmg of the wrd "ovaluall,:n" In ithlputc: say It is .1cc,,unt,t..

bility, cthers say it is porformonce testing. For Fof e It IA an Alportunity

ter ondless obiective writing, whtle tor othert: it d chace, to pxercIse

PERT, MRS, MnO, or various ,ther planning and management 4stems. The

trouble_with evaluation theory is that there Is to mu,7!-;.of L. Even a

cursory glance at the whole of it makes one di.,%!.y with the sheer magnitude

of competing recipes: from the writing of performance obleetiven on the

minute level to the phrasing of a broad philosophy; frfmclassroom test

items on small increments of knowledge ond skills to the mass spectrum of

changes in attitutude and behavior.

To the already difficult question of *What should done -11 the area

of evaluation?* an equally difficult me must be added - "Who shall do it ?".

Some people advcc.:te that it be done by *outside experts* for they fear

ineptness and bias, if not outright dishonesty, wouid be inevitable with

any self - evaluation. others insist tnat evaluation can only be dome 1/y

insiders because institutions know beet their own needs and programs, and

are more likely to install improvements (Ti the basis ot nolt-ilisecAPered

recommendations.

In an effort to find plausible answers to these uifficult questions,

a committee was appointed iflintly in De-.:ember 1971 by the state

for Community Colleges, mid the Divislcn of Ifrcati,Dnal-TechnIcl Education

of the Maryland State DepArtment ,t EducAtI,,n. Thir C,%mmittee win chisroeil
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A..:iIArTER 1:

.J'Fi0C;F:AVI EVALLINIION

riv? rotummity Collele Career PrograM:Evaluation Committee has operated

with the 1.elivi that sell-evaluation by the college is preferable to

external evaluation. Further, periodic and.cr.ntinuous self-evaluation

pmvide, college faculty and administrc.tors with objective, factual

:,oncertling how well the program functions in relation to the

need:, ot the community and the objectives of the program. Likewise, when

prollem areAs are identified the college personnel should be able to deal

immediately with those factors which are preventing the program from

operatill at its optimum.' Evaluation results in the Suspension, modifica-

tion, continuation, or.termination of a program..

The position of the Committee is teat program evaluation is the

process of comparing the current status of a program with a standard.

such comparison hinges on the deveopment of Ipecific object criteria

and ic,7urate descriptive data. Se Long as the discrepancy between the

standard and the actual is within acceptable limits there is no need for

a cmprehensive self - :study. How.tver, when necessary, the indepth self-

study must he conducted in -. systematic way if program modification is

to he the result. Thus, it i proposed that career program evaluation

be c'Inducted in Maryland's community colleges on two levels:

[eve' I Ongoing, systematic collection and analysis of
evaluative data and information related to the
stated objectives of the program.

Tvi1 11 Inlepth college self-!Itudy of a program in which
there is a serious (V.4;crep,4ncy 1.,etweeti the stated

oblectives and the itztual performance. This
procesr. is conducted by an evaluation team in
five ph, os.
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whee rtet.er le tit%.$ ilovelied. At th4t time must

etAte clelrly t t A)1ectivee et the pregrelm in term of enrollMent,

,-)mrletlens :.el,..-..emente or 1.1) entry, 4..qui el.t Li. e il Ante,

ealaries ti ntilletted ty gr.ii-ettes, and ze.4te. (Sit Appendix A - SHCC PregraM

Pri`ri.-1"31 Manual.) Each year data .ire g thered.hy the college, and

rovvrted, in part, tc, the state fioard ter Community Colleges, 4.1nd the

Diviei,)n of Vocational-Technical Education. C..mpariaon 01 the program

operating data with the c,bjectives is the first level .4 evaluation.

For example, stated program objectives standards should lx, carefully

compared with compiled data to determine if:

A. Projected enrollment has materialized.

. .

B. Projected-completions have materialized,

C. Completions have been employed in the field of training.

D. Early leavers with marketable skills are employed in the
field of training.

E. Anticipated salaries have materialized.

F. Program costs are within the projected range.

G. Projected qualified faculty are employed.

H. Use has been made of local non-college facilities and
equipment when available and appropriate.

I. Program hiss received documented, favorable response from
business, government, or industry.

So long as the difference or discrepancy between the actual and the

standard is within acceptal)le limits, the evaluation process need progress

no ferther sin-e the obvious decision would be to continue the program.



.udy -xi vni:!Ive ard cann7t be. lustified when all

,t ptiam are :.;atisfact6rY.

ul una.,:ceptaldiactop;i6Cy0XistS between the actual prograM-

. .

4t1Ndardz: the evaluation may result in the CO modifiCatiOn; of

phAse the prcxjram or standrds, and repeating the evaluation

pr,,:e:.1S, (2) the SuspensiM di the:prOgram, or (3) the termination of

[1,qtam. Fcr example, if secretaries report that employers are

ro,1111-Ing machine transcription rather than shOrthand, the evaluator

:Andy rvonnunend that shorthand be made optional. A second example might

-b(= wht-!.rt, 01 percent of dita processing graduates are expected to be

!oils. The data shows that 30 percent are going on to a four-

year c,:liege. The evaluator may recommend that the standard for job

placements ve reduced to 70 percent. Possibly during the first year of

a.progrImss opecation, If, with appropriate-publicity and articulation,

enrollment: does not: materialize, a program may be terminated. A flow

chart of the evaluation system is found on the following page.

fiecause the data are generated and. organized at the .college, the

initial review or analysis must occur there. Early warning signs or

prblems shOuld be recognized by the college personnel. The decision

to conduct. a Level II evaluation may be made before the State agencies

receive the annual reports. However, it IL possible that data analysis

and program monitoring at the State level may reveal trends or discre.

pane:les not obvious to the college personnel. In such cases consulta-

tion may either satisfy the concerns of the State personnel or may

(7.7m:70 1,vvol i i pvalultif,n to'be initiated by the college president

or chief campus administrator.
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y y it Lori tilk 'Cir.:: 42 the c,11f-x..:

i.$ ;y :1, I. 't 1l(:

.i:i.t4ty -1L.01,:11-6 TIEL'f;

4_t: 1,10/1.0 muti c.ollect .rid report data in'terMe.

;.tt. it tl.eqe,persOurfel:haVe the #nitial

mot..1,t-ting'or fftparing the data with the stated

411, Staf poranmel at the State level should Consult.

1ge-)11,1.c.1.1a,WhOnever they a e'conCerned about the .size

JAAri i II! 4-;l..Studr

I ,4 'th 4-!vol.t1 ta.ystem ,when. level

italome need. tor morc. comprehenA,Ive atudy.. College faculty and _

)r...; may be c!w.xnod about the operation of a particular.

,.trtm c,impus. (This concern nvty be shared by staff members

D:v1;;1n c't VL.-7..1t1,..)nAL.Technical Education, or the State Board

t 4 C =Nulty Colleges.) Once the need to conduct a self-study is deter-

mi.f.c't tLv c,ilegv ::t.1 f, the State Board for Community Colleges, dr

t It -f Vocation..11-Tecthnicil Education, a request for such a

Sha,1 i e to-warded to the college president. The self-study team

rmed hy the (:.711.ege president should include at least (1) one

;7td!1r tAir Med iu the prfgram or' recently graduated, (2) one member of

thc (c)mmunity wh!., empl c rye graduates of the program, e.g., member of the

idv;.lory c,immttec., (3) faculty members from the program, (4) administra-

t.,r(z) rospk.ulble for career programs, and (5) possibly a staff member

cf the Divin cat Vocational-Technical Education.
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in the eblectIve phAse, f.he m.

comrtunity And the cy

slot' the '100o,-the needs of the

1S'ef the StUunt are comparea to the si.,ILed'Obiec-

tives )f the career pr:)gtom. There must be harnony in this are, if the

program is to Le :4uccossfal. A' pre x. which has aS-1tS 'abectiVe try

graduate Studentd-for which no ob-s.exist in the communtty cannot be judged

as.adequate. Likewise, if program objectives do _not reflect the latest

trends in the field, e.g., machine transcription Vs. shorthand, and stun

dents are graduated with obsoWte skills, changes must be made.

Program Process Phase

The second phase to be evaluated is the instructional process, or

.what happens between the time the student enters the program and leaves

as a graduate. Determinatiun must be made as to whether or riot the instruc-

tioral process supports the program objectives. 11 the learning experiences

result in the types of behavior cr skills set out in the program objectives?

Questions regarding lecture vs. laboratory, theory vs. hands-on experience,

etc., are dealt with in this phase.

Program Installation Phase

Phase three consists of the physical aspects of the program. The

evaluation process asks the question: Are the staff, students, facilities,

equipment, and materials adequate to achieve the stated objectives? Students

trained on obsolete equipment may find themselves at a disadvantage in the

job market.
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Tho ph,tt-rovirty ogre rrnt ot: the educati9nal outromeS of

th,e.i.r,quAm 'Thr? collogo must understand .Clearly what it

.1 t Program proposals indicate the umber of graduates,

and placements. if these indiCators are not adequate, the

tolle(le mtlFt clarly specify what. the outcome of the program will be.

Cm: 'of the first warning signs of an inadequate prOgram will probably be

the ',wed produCt.

IrograM Cost.. Benefit Phase

The most primitive Phase of evaluation of career programs is that

el ciflt.bensfits:,- Progress is being made,in terms of the cost of indivi

dual progrnm!within and among colleges; however,little is known about

the_benefit.to the community in general, and to ,the student in particular.

The costa-benefit phase is simply directed toward measuring program costs

in relation to benefits received.

In the five phases identified above, the team will study the program

and_ make recommendations to .the president for the continuation, modification,.

suspension, or termination of the program.

The balance of this document detcribes how the self-study team will

operate in order to systematically evaluate a program. This process

should lead to Well-documented recommendations which deal with the identi-

fied problems. The recommendations will be in terms of program modification,

etititinUation, suspension, or termination.
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There is nothing. mysteriOus aiJout organining lor the .evaluation

cuff A &akeer program. Nowever since this may be the first time

members of the tom have served In such a capacity, this section of

this proposal has been designetito.assist the team to organine their

approach. Certain steps to consider will be discussed briefly, in

addition to the role the Self- study team is to play. Whether a single

program or a cluSter of.programs;is evaluated, the approach will. funda-

5TUDY TEAM (LEVEL 11)

mentally be the same. The need for thorough planning Of the evaluation

is extremely' important. Much of the success With the venture. or tack

of it, will depend on how carefully, the entire process is thought out by

the team in advance. Be prepared to analyze the program under considera-

tion in terms of what exists compazed to realistic objectives. This

will inmplve the analysis of available data and probably an fm-site visit.

Organizational' Steps

The following steps for Organizing the team effort are presented

as a guide:

1. If a chairman has not already been appointed the team's first

action should be. to do sr. The chairman must be knowledgeable in the

philosophy and operation of community college career programs in general,

and, in particular, with the program being evaluated.

2. Appoint a permanent recorder to be responsible for recording

the team's work. The college should furnish secretarial assistance.



tol.-orTte famill,A1 with :.ht. plans, procedures,

AL; ($ -:It-ck!ist!; t,

tl in,its delibr4rations,. questions

..m4y tri- .7.2n:.erttnj thc7 intended use of .EhiS docuMnt. If so, contact

('*f v%-,c3tic)nal,Technica/ Wucation the Office of Program

tm.in1 tht,, State Department cf Zducation 'or. the Office rlf

X7Aaomit' cf the State Board for Community Colleges.

Using this manual as a gUidetthe teaM:should:

C(instruct a sequential outline of tasksj6 be performed.

h. EstablIsha tentative agenda, or timetd-Ce for accemplishing-
.

the team 'r, work.

c. Agree on date, time, and place for the next meeting before'

each meeting adjourns.

6. Tho caroer program administrator should furnish the following

prof ram informatien:

1. The approved program proposal .describing the program.

being evaluated.

h. Student.faculty enrollment data. 'These are compiled for

each community college in the Student-raculty Data System

Awratod by the State Department of Education.

c. Program completion and placement data.

d. Follow -up data. These are compiled by each institution.

7. Set up a filing system for the team's work.

A completed sequential outline of tasks to be performed

the team should include the following:

A description of the program or program cluster to

be evaluated.

by



h. 01% v, t he t iv, n:41 ,gam er to be

evalqated.

c. Agreement o-h 4;; the evWolatioti wi 1 be 6:nducted

by the ream.

. The ',tganiational structure of the c0mmunity cvllec ,.

its philo4ophy and mission, and in particular, an

understanding of the organizational structure and

mission of career programs in the college.

ThechairMan will establish a schedule with the,president, or

chief'campuS administratort.forthe team te) conduct its on-site review.

104, . Following.the-en,site review the evalUation report should be

written. The team may wish to design a fOrmat for the report with each

member filling in. appropriate detail. A copy of each Section should be

given to the chairman whose task is to integrate them into a single team

report. The entire team should 4.:ritique the report until agreement is

reached that the report accurately reflects the team's observations and

recommendations.

11. After the team has completed its report, the chairman should

request a meeting with the president or chief campus administrator, and

his top administrative staff to present the findings and to discuss its

recommendations. This step is extremely important and completes the

team's work.

$44makiry,

A self-study team,is appointed by the president. or campus dean

when he is convinced that sorious problems exist as indicated by the

data generated from the program. The put pose of th self-study is to
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; f. it I, ,, 171 t.lrott:3 terminitiort of

-tht" "ill", Mi« t.k4-t,: by ti.w_InstItutifin which modifies,

terminals ,A program, and the rationale for such a

:1.111 ;-z1rWardd to the State Board for Community Colleges.

SLIto Board !yr Community Colleges will notify the appropriate

qtncy ui uich decisions.
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; "1/4 .1 and t llw t. t.).; i;,;-t.1-11*.1 qui it IVi;:"

prgram ,biectiyos, eviati,n, and thy addition:;, -t

dewmed teres3ary by tho tolm.

The success of thir.1, and tho f' i owiriq phase ot the evaluati,11

system, witil depend .n cithaly tile ;0,011 l4 c> Idohtlfy areiw.

where existing prArim vary 4r,Ati What the team kinslders t' tu?. the

flecupational norm. Onlywhon a discrepanzlf Is clearly r'e,',tu can

an argument for Change bt supported.

Trot, ra b!ectives aoscrillis what students will be a14,: t 4, do as a

result cf completing a prticular ic-sson unit, course, .4 .r.lilt4m of

instruction at a given institution. Proo biectivcs t-tailli:;!itA

m the basis of community needs., labor market trends, and student deptin&l.

001e(ftives should bO .i with the phliaophy th cnli;e, and

shculd specify exactly what net,i t_t. be' It.,reed. Woctivez are ured

c denign and tc evaluate the pr, luam of imtructi,n.

Specific career 1,reflram oblo.-tives Include:

I.
The c-7--mr,etence tho ntudent will dispMy.

ThO cve-t I )1 f tnc-y tt wt:i%711

,tude:tt w ; rf:.t" I 11 Me

Tho c.7:4111,: n;:; f h4` ;;AtildeTh t ,li "r tA

d. The timo %ee,itA ty :;tudent to brinq

dr.nlri.!4

The rwth-d by whi-1, rt.Litsv, pc,rtf,r7v.olct. wi!

he illasurod,



: ' 'MI, re(i .Itt ttldvs,

1.1 E.i . ....;tade.lits. Spihr- I lc rro,initn obit.c7t:Ivf!s
.

or: arlif be in Iliirmiany with the stated

t

(7-1: t--t.e.. '.7;Y.1.1.i?ile

::,t. z+, jer..tiVes,

.5%cluld exlmine? program objective made :4014ble tx) tt by

%;reol T)rygram Aministra'-or. if the Objectiveb meet the program

civit ,..erlstics described ab,we- a44.1, as a mInithutn, meet the tequireMents

tho .tt:am may. pried to 1114e 11 ,..Ev4luatletn ofthe,

,If, however. the objectives aro locking in. specificity

or. v:5iidity: the team should recommend a Working. set.of program objectives

used In the evaluation prrlress. The team should not get bogged down

to the'writint t;70o many objectives in 4' too technicaly- worded fashion.

'it 1:t prererabl,1 to write a dozen good objectives Which can be properly

evaluated, rather than spend a great deal of time in endless and tedious

c,Itztructimn (If an entire handbook of objectives. Developing specific

cboctivf-s must b1 done in collaboration with_persons directly involved

In thQ program, particulariy the Dean of Career. Programs. When objectives

qro clearly defined the team zan then proceed to Phase II.
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iA.4E - EV/ li:ATTo: P VD: :DI VAT2 ohm!. 1.F.1/1,1, II)

In Fhaso oilective Ev.t14atien,Ahc.. teen ho establish,1 pr6q11.

objectives. :31.1:7h yrograt olOectives ikrm the 'oasis foropee:JLE: course

ejectives expressed in terms Hof expected stvdent competenciLs. Each

course Objective should bt taipported by. Iearninq activities for the .

student. Typical msource taterial, ouch is ccurseoutIlr,ls,and

Should be -made availabl by the CoIlege sci that to team can form a cloar'

picture of the total instructional process .cf the program bein(rwelthited.

Since the teaching-learning process must be fleared to stated

objectives, thought should be given to the method of structuring the

objective-learning experience configuration. Given the program objectives

(Phase 1), college resource materials should ideally include course or

unit objectives, outlines and,sYllabi and the original program proposal.

Using these materials, the team can develop a th:ee-stage configuration

ConsiSting of (I) program objectives,' (2) course objectives, and (3)

learning experiences.

The following is an example of these three levels using one program

objective, one course objective, nd learning experiences taken from

an existing Executive Secretarial program.

A. atismecbjectives

1. To enable the student to understand payroll procedures,

and to Identify and be familiar with processing payroll on

appropriate office machines,



a ,0 course vt Lectlyla

1. Olven employment data, such as hourly rate, overtime,

f,ecurity, and other withholding benefits the student

win he ahle to compute the weekly salary.

a. The student must b, able to identify terms used in

payrell procedures.

41

yelatod karninaMperienceS

Take a pre-test to' dciterm.ine'student level of achievement.:

Review film-strip that. explains payrollteems.

3. Practice with learning unit.

observe a typical' payroll operation.

Take.criterlop test..

Before evaluation of the process can be .initiated, the team utust

rc.3=idr whothev or not the identified learning experiences are to be

,tccopted as those necessary to enable the student to-achieve the stated

prnoam obinctim. This procedure is described below.

c)hjectives

'rho to :r', rma.:7t 1701,1rd o a list ,,31 the course objectives from materials.

rr,,vIded thy Much a= course outlines, course descriptions, etc.

oalwItion !q. these objertives should be made in terms of the teams!

lnit,rf:t.anding t,f clocupational needs, student needs, and institutional

If t 1-71-cr.r th(it tht- ,tod coNrze tivoL are ruffi(7Ient
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. objective:3 as.stated in Phar.e I, it is rcady tc move to the examination
.

,ofj,earning EXperiencesw: Howev,,.r ,if the team determines that the

existing.Cour:7e...objectives are-inadequateand/orTSUperflUous tri

achievement of the stated program objective, the team should recommend

all those pertinent course cbjectives that will enable the student to

achieve those pr,..gram objectives. This procedure must he completed

beferp further team action is taken. The result is a list of course ob-

jectives for each program ob:lective.

Learning Experiences

The team examines the learning experiences previously.identified for

each of the course objectives to deternine whether they are sufficient to

enable the student to achieve the stated objectives. If.the team agrees

that the stated learning experiences are sufficient to enable the student

to achieve the course objectives, it is ready to proceed to the application

of the process-rating scale. (See page 15). If, however, the learning

experiences are inadequate and/or superfluous to the achievement of the

course objective, the team should recommend all pertinent learning ex-

periA.Inces necessary to enable the student to achieve the stated course

objectives. It is preferable to list a few pertinent experiences than

to devise endless enumeration of minute tasks.

This procedure must be completed before further team action is taken.

The result is a list of learning experiences for each course objective.

Application of Process-Rating Scale

Having assessed the adequacy of the course objective and supporting



! L. ottje4-!tivel the. next t-ask. is. to _consider

tIp' which these learninq experience* operate. Viewing each

unit; learning eigerlencos-must noWrbe-considerd in

lie Pit tar =tars as tiltSie Contained in the ProCeSsRating Scale utlich

ie ccmpteted individually by each a42.mber of the team. It may be'necessarY

additional "on-site" inf,Irmation in order to complete the scale.

2hu toggn should consider such possible sources of information as interviews

wit!..:Audentz 'rind instructors,' and the examination of the records of in-

strwtors and institutions. The information should.' 'analyzed and discussed.

The t,,;41n 13110141d arrive at a consensgs rating for each designated group of

1#7,arningexperiences. Where.the team has determined that: deficiencies

xist; recommendations should be made to correct the situation.



MARYLAND pOMMINTTY.COLLEOE.

CAREER. PROGRAM EVALUATION SYSTEM

Process.-Ratiq Seale
ORMWOOMMIMM

1.. There are sufficient and relevant learning experiences
directed to the learning of theory and principle.

There are sufficient and relevant learning experiences
directed to the learning of knowledge and skills..

Learning experiences are provided to enable students to
apply theory and principle to a variety of situations.

Learning experiences provide ample opportunity for the
application, of knowledge and skills e.g. (hands-on
experiences).

5. Faces, learning experience is of sufficient duration and
intensity to allow for the assimilation of required
information.

6. The learning experiences provided are of sufficient
variety to accommodate individual student differences.

The learning eXperiences are orgaaized in an appropriate .
sequence to facilitate the learning process.

The means used to evaluate student progress is adequate
ani relevant to the course objectives.

9. Students are evaluated and then told about their progress
in the learning experiences on a regular and frequent
basis.

1 2345--
O 00000
O 00 C;100

000 DU 0
O 00000
O 00000
O OE1000
000000
O 000El0
O 0000E1
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POASE III EVALUATION OF TI-E INSTALLATION (LEVEL II )

In.Phase ri, Frocess Evaluation, the learning activities were evaluated.

Phase TIT - Install. tion Evaluation will address itself to the program's

staff, students, facilities, equipment, and materials.

The team should focus its attention on the college and the resoUrCes

as they relate to the program being evaluated. Example: ExecUtive

Secretarial Program. A list of the college's educational space (laboratory,

classroom, offices, student attivity, library,. storage planning, audio-

visual, clinical and internship resources) will be necessary.- When reviewing

the list, the team must determine if there is adequate space to house the

program in terms of program objectives. This list will then be used for

comparison with the-list of existing space and equipment for the Executive

Secretarial Program. Is there space for needed equipment, such as type-

writers, tables, office machines,. shorthand dictation equipment, etc.,

to properly administer the instructional program as required by the

learning activities? Ihis comparison makes up the criterion for the

Installation Rating Scale for the Executive Secretarial Program. The

amount of space in laboratories, classrooms, storage rooms, etc. , is

determined by the student enrollment and the kind of prograM being

evaluated.

The criteria established above and outlined on the rating sheet must

be revised and agreed upon by the evaluation team. The evaluation team

should analyze what should be at the college in the way of complete

installation and resources for an Executive Secretarial Program.
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In making the evalUatin,. the teaM May determine that an on-site

review is necessuy. .Using tho rcltLng sheet, comparison with the

criteria can then be made.- The rating .criteria May be in three major

sections :

Facility - Establish, space requirements in accordance with program:

A. Site size, accessibility, desirable location, and

expansion capacity.

Building . functional, flexible, adaptable to change,

handicapped utilization, and space relationship design

for safety esthelics, and security.

Space

1. Instructional space - laboratories, clabsrooms, lecture

rooms, demonstration rooms, learning resources space,

student study space, conference rooms, faculty offices,

dressing rooms, and cicanup space.

2. Auxiliary. Space . restroons, custodial closets, mechanical

space, Supply rooms, A.V. room, equipment and tool storage,

publication and reproduction space, data processing space,

general offices, administrative offices, faculty lounges,

and student lounge.

3. Utilities and services to carry on the activities:

lighting (natural/artificial), electrical conveniences,

acoustics, vehtilation, exhaust, drains, gas service,

water, air and vacuum capabilities, emergency features

(shut-off switches, valves, showers, first aid), commu-

nication facilities (intercom, telephone etc.), black-

out facilities, chalkboard, tackboard, display cases, and

security access doors.



II. Equipment and Materials.... Instructional equipment and materials

ate provided in Qrder to oco,,mpIish the learning process and meet the

pLitined prog am objectives.

A. Laboratory and classroom equipment (Built-in and movable} -

sufficient number of student work stations, equipment appro-

priate for learning activity and students, equipment repre-

sentative of that currently used in industry and business,

variety of modern up-to.date equipment provided (models,

brands, etc.), with a definite replacement program, equip-

ment maintenance conveniently (commercially or locally on-

site) administered, service and maintenance contracts

utilized, equipment 'arranged in a manner conducive to

learning, with built-in safety and flexibility in movement

(when necessary).

Instructional materials and supplies - textbooks, reference

books, technical manuals, instructional guides, charts,

manuals utilized and appropriate for the level of Instruc-

tion, instructional media available and used to enrich and

individualize the learning process, appropriate instruc-

tional supplies (classroom and laboratory) and materials

provided and used, appropriate hand tools, measuring, and

testing devices provided in sufficient quantities and

used, and methods of procurement of materials and supplies

for purchases unique to the instructional program.

ITT. F;Iculty - instructional and support staff is provided to accom-

plish the learning process and thereby meet the program objectives.



Instructionalcultyipossepi necesary ploteSsIonal and

occupatiotwl qualitir!ations for career programs.

1. Professional edUcation to meet:program requirements.

2. Occupational experience in specialty area.

Possess ability in curriculum development, instruction,

planning, etc.

Administrative and supervisory personnel potsess necessary

qualifications for positions in career programs.

Professional education.

Technical experieilce in supervision of occupational

education.

3. Possess ability in planning career programs.

Supportive Staff - Clerical and maintenance personnel for

career programt.

1. Adequate clerical personnel with skills in office

procedures to support faculty and administrative staff.

2. Adequate maintenance and custodial personnel.'

.Adequate security personnel.

4. Adequate counselors in occupational guidance; counseling

to recruit, counsel, advise, place, and follow-up students

in career programs.

As in the previous phases, the team should identify where the existing

program differs from the ideal. Specifically, are there discrepancies

between what the team finds necessary for the maintenance of a quality

program and what actually exists?
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MARYLAND COMMUNITY COLLEGE

iROORAM EVALUATION SYSTEM

MOORAM INSTALLATION RATING SCALE

FACIIITIES FOR A CAnEER PROGRAM (e.g. EXECUTIVE SECRETARIAL)

- Use sc_410 cif 1 to'S in all check lists.

1 2 3 4
. . 9

.,!qARACTERISIIEC poor marginal. average good excellent not observed

Tristr.uctional space:and facilitieS. are now and-for tne'foreseeable
Adegulte to enable the prOgram Co achieve its program objectives.

RITERIA

Uti.litiessuh as -water and electricity, etc., are ,,Adequate- and
ivailable at Appropriate locations.

.... -y

Cl, ssrooms, -laboratories, and other instructional space are adequate
in Ilze, location, ,-irrangement,and accessibility to provide for
safe, orderly; and effective instruction.

0 0 An area shielded from distractions and adequately soundproofed is
provided for instruction.

.

.....4. Tlos 1.7ation of instructional areas eliminates undue interference
with ;ram ,-)ther school activities.

Adequ4te visual c,;ntrol and supervision of all instructional areas
I .1%)ssible.

Aniidequately. located, furnished, and equipped office area is pro-
vided for instructors tor planning, keeping records, and -for. consul-
tiLion and administration.

7. Space Ind facilities are provided for storage of students' work,
instructional supplies, and movable equipment.

9. Instvarticfnal area: are clean, orderly, attractive, and maintained
it. ,Icordcince with good secretarial practice.

Sti-A:age sp-ace, maintenance areas, restrooms, offices and lounges
are adequate for the number of students, staff and visitors using
the f t 1 i
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MARYLANTI COMMUNITY COLLEOE.

CAREFR PROGRAM EVALUATION SYSTEM

INSTALLATION RATING SCALE

SQUIPMENT:AND SUPPLIES

FOR A CAREER PROGRAM (e.g. EXECUTIVE SECRETARIAL)

CHARACTERISTIC.

Evaluation: Supplies and equipment are adequate to achieve stated objectives
of the program.

CRITERIA

1. Seating-and work stations .in classes are sufficient in number to meet
needs of the largest class. 'There is a satibfactory ratio of students
to work stations.

*

.... 2. The laboratories are adequately equipped for all phases of the occupa-
tion for which the training is being given,

ern 3. Supplies, machines, and equipment are of the grade and type currently
used in the occupation, for which instruction is being given; if simu-
lation is used, it is comparable with occupational requirements.

4. The type, variety, and quantity of machines and equipment are such
that basic, as well as current manipulative skills needed for employ-
merit, can be easily demonstrated and pradticed.

S. Equipment storage and stockroom systems approximate those used in
the occupation taught, and provide for systematic and orderly
storage, dispensing, maintenance, replacement and inventory control.

Adequate provision is made for securing emergency repairs, equipment,
and supplies.

7. Students are informed, prior to enrollment, of all supplies they
are required to purchase, where such supplies may be obtained, and
how much they cost.

S. Except as noted in number 7 above, all supplies necessary for
instruction are provided for students.



MARYLAtib cta4quillYy CO.LWE

IR6dRAi4:t:VALUATICU SYSTEM

IT':STALLAt 054 RAM O SCALE

VACUITY A.;11TAFF Or A rRWRAM (P.q. Fx57tnavZ WRFTARIAL)

:.'Ai<k!TERfSTIC

;:illoti,o1,, The stal:f is adequate to fulfill objectives and carry out all
tt.4,1t,.d

c'ITERTA

P,,sifins in tle inst tution have been Identified and established
light kunctins needed to carry out .the institution's career

r,,n)gram.

-44sto

Adequa tO pe:::ionniq are omPlmiedt,--, ,enble the institutionto-carey
.11c rf)cctssary $74hetionz In connection with career programs incltiding:

Pablic J.,lations and public information
6. Student recruitment.

rlacemenc and follow-up
*is . Guidance and counseling

a ee. Research and surveys as to population and labor market needs
4150 t. Occupational analyses
eft a. Coordination of community resources including cooperative work

study positions
0000 h. Evaluation

0* i. Tnstitutional/program/course p arming; determining and stating
-oh ectives

3. Staffing patterns and staff functions_(position description) are
known and understood by members of the institution.

.... 4. EstabIlahed positions arF? filled promptly.

wo, 5. Each instructor has an equitable teaching load and schedule.

*64Do 6. Release time available for personnel to develop and coordinate
program.

7. The number of instructional and supportive staff is adequate when
the following are taken into account:

th.mIt:,er of :students enrolled

h. Frequency of admissions
c. Total teaching and nen-instructional responsibilities

of the faculty (such as: committee work, curriculum
development, meetings, cooperative work-study etc.)
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a *
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as..
44aa
*fete

II

d ,Tyvc of prograll,
e. N.iture of inoirwtion (1 ahoratory/cidw=oomiwork-.7tudy/
fip Number of work stations
q. Methods and materials used in instruction
h.. Number and loc,ition of private and public facilities where

studentS receive practiCar 'training
i. Nature of the student body

Staff members are qualified and competent. for the responsibilities
of the positions they hold; they:

a. Conform to the competency standards set by the appropriate
occupational advisory committee.

b. Have an approPriate background of professional preparation
in career programs.

Have had experience in the world of work.
Have current license where required.

9. Instructional and administrative staff:

a. Communicate effectively-with employers, organized labor,
and others in the-community.

b. Are dedicated to the institution's career program
objectives.

c. Show an awareness of the needs of the .community.
d. Exhibit a concern for the needs of individual students.
e. Accept current philosophy and practices in career education

as evidenced by providing training to include new and emer-
ging occupations.

Maintain active membership in relevant professional organiza-
tions and attend professional meetings.
Participate in a continuing program of self-improvement.

oleo. iQ. Instructors, coordinators,and department chairmen have demonstrated
competence in the occupational or subject matter taught.

II 11. Instructors have personal characteristics which are conducive
to effective teaching and which serve as models of those accepted
in the occupatiOn taught.

12. Instructors, coordinators, and supervisors are professionally
competent and able to:

a. Identify curriculum content.
b. EvalUate Student progress continuously.
c. Organize .material into effective learning sequences.
d. Utilize appropriate media and methods.
e. Organize and manage the learning situation effectively.
f. work effectively with others (students, faculty,

administration, community).
g. Participate in establishing and implementing institution,

program, and curriculum goals.
h. Assist students in their selection of occupational goals.i. Make and use studies of student and community needs.



a***
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*000

. Are .%.,p able ,1 1.1.-6m.L.Ong inservice impioveMent of instructors.

Ar0.0.141PotPpt in Inllyzing curriculum content, technical
nirmition and other sublect matter._

'c.apai,lo'OCPreParirig 'activities deSigilid' to iMProve
Lnztructional competence.

d. ArecOmpetent to assist instructional staff in_the selection
of, facilitie49 equipMent, and-instruCtional materials.
Pre capable Of-evaluating instruction and identifying strengths
and linatations.

t. Under'St4Pd the role and importance-of vocational/technical
education in economic :development and community growth.

14. Tnstructors, cOordiriators and supervisors regularly contribute
to their professional growth by:

a... a. Attendlno relevint inservice workshops'.
O-0-10-0 h Returning fo their'cccupatinnfields frq' Upgrading

and re,cresh,:?r ti.2ining and experience.
*a c. Pursuit ,f relevant college courses in technical and

professionalareas.
*0** d. Attending regional and national conferences.
0040 e. Visiting business or office situations as well as other

schools.
a*** f. Active participation in local business employee groups.

The rating sheet indicates the ideal in terms of building space that

ponsesses functional design and structural featurca that would enhance the

instructional process of the Executive Secretarial curriculuM. Also, the

tatin4 sheet'indicates space provisions for people (student, faculty, etc.)

':;11. participate in the program, as well as equipment and support services

t. maintain the program.

The criteria is to be used as a guide in evaluating the adequacy of

the f acilities for the support of the program of instruction.



Iv rNA: MAT ;AU OF '111 PROMICT t LEVLI, )

much disousel 1-has tbiken place regarding Lhc community

colleges. Those unfa%illar with the purpose of theSe ftopel.dooret institu-

tions often mistakenly consider only degrees granted; thus, two-year insti-

tutions are many times Confused with four-year schools in terms of product.

Others consider credit hours earned as the product of the community college,

while still others see the college producing whole persons. All of these

may be valid in some context. However, in this document, the product of

the community college is measured by the achievement of the specified objec.

tives of a program as stated in the program proposal. Therefore, the focus

is on haw the student is progressing toward the acquisition of skills and

knowledge required for job placement, whether or not he or she is placed,

and how well he or she performs on the job.

To evaluate the product of career programs at the community college,

it is necessary to have three measures: (1) student achievement, (2) job

placement and follow -up,, and (3) employer rating. The Career Program

Evaluation Team will be provided with reports by the Dean of Career

Programs which contain data for these three areas. The team will review

the reports and raise questions where the product of the program appears

to vary from that expected. These routine reports may have indicated

which particular program should be evaluated. The team should look for

trends and changes in the output of a program. These changes should,

if possible, be related to a change in one or more aspects of the program.

Discovering what worked is as important as finding out what did not work.



ichlowntent moy be evaluated in torm, of three indices:

.(1.) L timu t,111 grlde f,-.21nt average in career_program.couraes (GFA in

maIor, (2) over. il cumulative grade psi sit. aVerage and_ t.: program._

7 t I n imiex lvIcutlentation exists which Indicates that a career-

studInt may perform quite differently in those program courses

contltute his :valor than he does in his requited general education

Therefore, it may be desirable to report the two sets of acs-

ami,: ln.licilors. Once t:? Bride point averages for 0,211 student are

m1,1t(7, the averages for the pecJgram can be coMputefi.

bled index o student. achievement is the prlgram completion ,

(UCI) which is computed by dividing the number of program credit

h,lurs accumulated by the total occupational course credits required for.

;:ompletion of a program. For example, if 24 credit hours of special

4_.lreer courses are required in a secretarial program and the student

hats completi four courses or twelve bOuet the index would be 12/24

or .50. An index of 1.00 would indicate completion of the occupational

portion of a program. The data for each student could be combined

-and the index for the program computed. New programs and programs with

many part-time students would tend to have the lower Errts.

These three indicators form the measure of student achievement at

the rrlmmunity college. Compared over a period of time they may reflect

erring e in the student population, changes in instruction, grading poli-

cic!, "facilities, or changes in other factrs resulting from the evalua-

A ;!y-ifi(- indc?x level haz stilue In and of itself. Only

when the college specifies a desirable standard does an index have

cwilultive uae.



'Placement and Follow-up.
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The most important per:.-.ti .11 the Mary/and community col leqes is the

stude,.t. What h3ppens to a stt4dent while in the colletie on the lobe anti
even after matriculation in other institutions must be 4 primary. concern
to all who are involved in the edWational process.

e iugcrss of an institution or program can be measured by the-

success of its ants* To determine the effectivenesS of a program,

there must be follow-up from the day the student leaves the institution

until after he/She gains employment, transferA to another institution, or

-terminates prior to the normal completion ':of a program. F011ow-up is a

highly desirable aml necessary process, which enables an institution to

determine how effectively it is meeting the current and future needs of

those students served.

In this section the evaluation team should direct its attention to

the following three areas of program evaluation:

Student Placement: The evaluation team should look at what personnel,

information, and services are available to the students. Each year the

Division of Vocational- Technical Education requests the following place-

ment information using a Student Placement form:

A. NUmber of students completing the program

f. Number of students who left prior to normal completion of the program

C. Number of students whose status is unknown

D. Number of students not available for placement

E. Number of students continuing their education

F. Number of students available for placement



O. Number of students employed full-time in a related field

Number of students unemployed

NUmber of students employed in field unrelated to their,

program of study

The answers to the questions above will supply the necessary input

for the evaluation team in their analysis of the placement function in

the institution. (see appendix A) For example, a program in-ftecutive

Secretarial Studies produced 20 completions and 4 stJdents who left the

program prior to normal completion. A-profile of these 24 students

starting the program and comparing them to the nine placement areas may

appear as follows:

EXECUTIVE SECRETARY PLACEMENT REPORT

Completions 20

Left prior to normal completion. 4

* 1

Number not available for placement 4.44wom 3

e. Number continuing education ******* 3

f. Number available for placement 17

g. NUmber employed full-time related 14

Number unemployed

i. Number employed unrelated

From the above information several questions may be asked.

1. Why did four students leave prior to normal completion and

what happened to them?

2. What happened to the one student we list as "status unknown?"

3. In what way are the three students continuing their education?

c. Status unknown
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`We have 14 students employed in a program related

Where are they employed2

5. Why is one student unemployed?

Why is one student employed in a job unrelated to his program?

In answering these questions the evaluation team should take an indepth

look at the plademeht function of the institution to make recosmendations

for its continuation, improvement, or termination. Such recommendations

will be the evaluation of the placement function of the institution,

vis-avis the program being evaluated.

Foal low -up

Placing students in a job is only one indicator of a program's success.

Whether or not the student Meting the program stays on the job one

placed or enjoys a promotion, are also indicators of success. Thus, a

pertodic follow -up survey is necessary and extremely important. Generally,

the first survey is conducted four months after complettan, usually in

October, following graduation in JUne. -This survey consists of a simple

questionnaire which asks if the former students are working full-time or

part-time on a programwrelated job, the name and address of his/her employer,

whether or not he/she is in school full-time or part-time, in the military,

or looking for a Job (see appendix C). Salary is usually asked for at

this time. The information collected on this survey is reported to the

Division of Vocational-Technical Education. *A low proportion of employed

students at this time may reflect on the program and may suggest that

further investigation of the reasons why the graduates are unemployed is

necessary. This study may produce recommendations for program modifica-

tions.



The follow-up report fiir the secretarial program may appear as follows:

EXECUTIVE SECRETARY PROGRAM FOLLOW-UP REPORT

a. Completions .. ************ 0

h. Status unknown (Did not:return questionnaire) 5

c. Numter not available for employment 3

Number continuing education 4

Number available for employment *

Number employed full-time related 7

g. Number unemployed . 0,0000001.4.000 0

h. Number employed unrelated.. 1

i. Median salary in full -time related employment 0_ * * $6 75Q

From the above information a number of questions maybe asked*

1. How can the status unknown category be reduced or why

was no response obtained from one-fourth of the graduates?

2. Was the goal of one-fifth of the group to continue their

educations or did they continue due to being unable to

secure adequate employment?

Why has the number of employed graduates dropped by one-half

since initial placement four months ago?

Long-range follow-up is conducted two years after completion and

indicates how well the former students think the program prepared him'

her for the Job. The total program should be rated by the student in

terms of deficiencies and strong points. Feedback from the student

should be the basis for revising the program. Various courses and

course sequences can be rated in terms of his/her college experience

(see Appendix D).

The long-range follow-up will produce the following reports
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Clews of 1970

Completions
20

Status unknown .

c. Number not available for employment .......

Number who continued education .0... *******

-34.

Ewolvg-sE0(0.4Ry PROGRAM .

1ow.7.up _Report

e., Number employed full-time related

Number employed full-time unrelated .... 0

Median salary in full-time related employment ...,.. $8,431

Rating of total secretarial program

1 2 3 4 S 6 7
Inadequate Adequate

1. Rating of typing instruction

2 2 4 S 6A 7
Inadtquate Adequate

j. Rating of office practices

1 2 3 4 5 8 7
Inadequate A

Adequate

From this information the evaluation team may raise questions such as:

1. Why are only sin of the original twenty graduates still working?

2. Do the graduates feel the program adequately prepared them for

their job?

to er Ss of Students

Job entry skills should be most obvious to the employer. The image a

college enjoys within the business community depends on the experience

employers have had with the school's former students. Persons who hire

and supervise students are in a unique position to judge the adequacy of

the program in terms of jobsentry skills acquired.
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At the time of the four-month follow up it is possible to ask each

student to provide the name and address of his/her supervisor with the

understanding that a questionnaire will be sent seeking program evaluation

information. There should be nothing clandestine about this aspect of

the .evaluation process. The message must be conveyed that it is the-.

program. and not the student thi=t is being evaluated. See Appendix D

for sample letter and questionnaire for employers.

The survey of employers shOuld produce the following report.

Skills Rated

EXECUTIVE SECRETARY. 3124PLOTER RATING REPORT

Importance o Skill
E D :U.

Typing 5 1

Shorthand 2

Office Management 3 2

Telephone 5

Filing 3

Promptness 7

Attitude

E Easential
D Desirable
U - Unnecessary

Employee.
VA A

Pert ormance
I ND

VA - Very Adequate
A - Mete
I Inadequate

ND - Not determined

From the information the following questions migbt be raised?

I. Is shorthand necessary far all executive secretaries?
2. Should more emphasis be placed on developing telephone skills?

3 r Is the standard for filing skill adequate?
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Tbe, protilt.,t ot.the eommuhlty college c-o t =et t program hi:ir;

described in. three ways: (1) student achievehentt" 0.)' placement and

folloWe.up and (3) employer rating. Tne team must assess the data

provided in each of these tacets in terms of-what-the Members-determine

the .program should produce, and. then make recommendations to either con-

tinue, modUy, or terminate the program.

Because °product data° are gathered routinely, regular -reports may

provide, indicators of possible problem areas. A change in the number of

platements or a drop in employer ratings-may signal that a change has

taken place within the program and suggest that .an indepth review is

advisable. Program personnel must keep in mind that product data are

only indicators of what the program may or may not be doing and should

not be confused with the actual product - the student.



CHAPTER. VII

PHAsE V - EVALUATIoN OF THE COST BENEFITS (LEVEL II)

as a final:phase, the-relation-
.

4:ur of program cost and benefits produced. This i4 particularly important

at A time-when'the' colleges-face-limited financial support for, their- opera-

tiono. .The information contained in this phase-cannot be immediately

fnmslated into a decision to either terminate Or continue a program- Rather,

the information will form An important ingredient in the decitiondake s

thinking before a definite decision is made.

rn carrying out this final. phase, the total cost of the'program must

be determined. The institution should be able to'provide data for the

following expenditure areas:

A. Administration

S. Evaluation and planning

Professional development

D. Instructional program development

Contracted instruction

F. Public relations

G. Instructional personnel

H. Instructional materials and supplies

I. Instructional equipment

J. Guidance, placement, and follow-up

These expenditures should also be broken out by source of revenue:

tuition - local, State, and federal.



Upon revieWing-expendituro-areas, the team.then considers the benefits

obtained Since thicf.nbenoiitif'$u44estSHa.variety-of-Subjective or,

abAtract interpretations, perhaps. t ,igPuWbe-.PIPFCCurate,t0,:saY,.that7

there are some r..Adicators of°benefits:that the:teek'May cOnOider one

basic-indidator IStht of-enrollment iMe., the number of Students ipa

program. With this'informatian the team can compare total costs with total

TIUMber'of.ent011ed students.. ,A refineMentof this indicator would be: to

consider the'nuOber of credit hotirs produced In the program or the nUmberof

total" faculty-student contact heurs. Data from parable. programs within,

the-State,Or, froWsimilar institutions in other states may be useful.

Data obtained frmn the product phase should supply other indicators.

They are:

I. Student achievement

2. Placement and follow-up

3. Employer's rating

Other possible indicators that the team may wish to consider are:

1. Local and State manpower needs relative to the program.

2. Contribution to the quality of life.

3. Comparison of entry-level salaries for students enrolled

in the program with persons completing high school only.

Once the team reviews information on cost and benefit indicators, it

may wish to reexamine the process phase and/or the installation phase for

possible program modification. Returning to these Phases would be par-

ticularly indicated if a recommendation to terminate a program is contemplated.

As with previous phases, the team should conclude its work with a

recommendation to either continue a program as is, continue with certain



mo,iilications, or to suspend or terminate a program.

The thoughtz and sUgget;tiOnS which have been presented in this final

section will,certainly give nO#her,the team n9r th0,InstitUtion aHteady7

made, decision-making formula. However, it is hoped, that the application

.Pf cost benefit evaluation will complete the overall evaluation fpamewoek

suggested in this document.
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The Maryland State Board for Community Colleges and the Division of Voca.
tionalTechnical Education of the Maryland State Lepartment of Education have
jointly developed this Program Proposal Nhnual far the community colleges in
Wryiand. The Maryland Community College Program Development Council, composed
of academic administrators of the community colleges, provided valuable guid-
ance in the development of the Manual.

The Mhnual is intended to:

Provide guidance to community colleges in preparation of new
program proposa-bs far presentation to local boards of trustees;

40 Identify elements and information needed by State agencies in
the evaluation and review of the program proposals;

4, Indicate the procedural steps and time schedule in the ap.prowl process,

Included in the. tbnual are a description of the proposal procedure andprocess, the criteria for.review of program proposals, a program proposal, for.mat to be used in submitting proposals, the MIS Tamonomr, and the !tractionalaccount codes of the uniform accounting system used by the ccumunity. colleges.
It is the intention of the State Board staff to revise this Mutual inFebruary 1975, if necessary, after it has been used by the cassmnsity colleges.We believe that this Manual will provide a mare efficient submission process,allow for more effective proposal. review, and finally provide a foundation forsubsequent program evaluation.

C. O'Connell
Executive Director
Maryland State Board for Community Colleges

4444



CONTENTS

FORMAIRD

PROGRAM PROPOSAL TROCELURES

untER OF INTENT

B. PROGRAM PROPOSAL. .. ..
PROGRAM PROPCSAL PROCESS

A. GENERAL

B. NEW PROGRAM AND Rice OPTIONS.
O

C. PROGRAM REVISIONS AND NEW OPTIC= TO manna mows. t .

1

3

4

III. CRITERIA FOR DEVELOR4EZP AND REVIEW OF PROGRAM PROPOSALS

A. DESCRIPTION OF THE PROPOSED PROGRAM 5

B. OBJECTIVES OF THE PROPOSED PROGRAM. 5

C. JUSTIFICATION OF THE PROPOSED PROGRAM . 5
%

D. ARTICULATION WITH OTHER AGENCIES AND CCILLEGES 6

E. IMPACT OF THE NEW PROGRAM OR THE COLLEGE. ** 7

F. REQUIREMENTS FOR DIPLEMENTATION OF THE PROGRAM. 7

G COST CV DIPLEXESTATION OF THE PROGRAM 7
H. PROGRAM EVALUATION =HAKIM 8

APPENDICES

A. PROGRAM PROPOSAL FORMAT SAMPLE ****** A-1 - A-13

B. HEGIS TAXONCeir. . ......... B-1 - H5
C. FUNCTICKAL ACCOUNT CODES C-1 - C-2



-44 -

BARD STATE BOARD FM COMM! =LIEGES

INST/TUTICNAL PROPOSAL FOR NEW PROGRAM

ns

APPENDIX A

The information and estimates enclosed are complete and accurate to the best of
n knowledge. The offering of the praised program is consistent with the col-
lege's annual and long-range plans.

Signed:
Preei

Enclosure: 5 cages

Date

Received by:

(For SBCC Use)

SE= Representative Date

Program Proposal sent by the SBCC to the MaHE:

Program Proposal sent by the SBCC 'to the DVTE:

Program Proposal cases is received froa the is

Ratification to the SBCC of the DVTZ action:

Program (endorsed) (not endorsed) by the SBCC:

Program Proposal returned to the college:

a

Late

Date

Date

Date

Date

ace Representative

NOM: The college will notifV. the State Board for Commmity Colleges upon final
local Board action on the progress.

SAMPLE



A-2

College:

Program Title:

Proposed Implementation Date:

MARYLAND STATE BOARD FCC CCIOUNITY COLLEGES

PROGRAM PROPOSAL*

Submission Date:

IIS Code:

USOE Code:

- PROGRAM DESCRIPTION (Check an many as appropriate)

1. (:) A.A. Degree 0 Transfer 0 Option(s)

0 Certificate Occupational. Revision

2. Write as it would appear in the college catalogs, a brief program
description giving particular attention to the specific student
ace;petencies to be developed. State or objectives of the pro-gram in clears, explicit terms that prospective students can useas an accurate description of the program. (Give separate de-scription for each option.)

* If additional space is needed for replay to any item, please attach additional
sheets as necessary.

SAMPLE
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3. Are there any unique tequirements (in addition to general college ad-
mission requirements) that the student must meet for admission to this
program?

CI No 0 Yes If Yes, please list requirements.

4. Is a work experience or field project a required part of this program?

0 No 0 Yes If Yes, please give details, or if experience is
organized as a course, refer to course description.

Can part of this program be completed by the student through advanced
placement, credit by examination, or prior experience?

0 No. Yes If Yes, please give details.

Can this program be pursued by part-time (day and evening) students?

0 Yes El No If No, please explain.

7. Are program graduates required to meet certification or license re re-
quirements prior to employment?

0 No 0 Yea If Yes, please give details.

SAMPLE
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A-5

OBAVTIVEG

1. List the specific program objectives that were used to develop the cur-
riculum for this program. Opposite each objective list the course code
number for the course(s) that are appropriate to that Objective. A
course can be listed more than once.

o
Appropriate Courses

Ob ectives ummmimSCode No.,Na-mffm=nmismm~

JUSTIFICATICS OF PROGRAM

1. List the job titles and/or organizational affiliation of members who
served an the program advisory committee for this program.

Program Adviso:ry Committee
Job Title and/or Organizaticeal Affiliation

SAMPLE
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2. Student Interest: Based on your local survey of student interests,
enter estimated enrollments for the first five years of the program in
the table below. (NOTE: 3 part-time students = l full-time student.)

'
Part-tisse

Equivalents

3. Mbnpower Needs: Based an information available to the Maryland State
Board for Community Colleges framvallms federal and State agencies,
estimates of national and State manpower needs appropriate to the pro-
posed program are tabled below. (Number garnet:and replacement job
openingX per year.)

Projectedt

ppportunities1

National

First
Year

Regional

Second

4

fturth Fifth

Based on information gathered by the college, college service area em-
ployment opportunities related to the proposed program are entered
below. Clamber of new and replacement job openings per year.)

local
lisployment

ti Year

Numi emir pm*. imommuk

.41.1111,

Fifth

Give examples of jab titles used locally to designate the jobs for
which above projections were made and enter projected salaries for
typical program graduate.

Nkmmples of 40) ties

SAMPLE
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Pro ected Salary VI h Law Average

Se :t..U.-1.

A A

Alter 2 years experience

After 5 years exprience

.

6. Eettmate the number of certificates or degrees awarded from the program
for the first five years of the program and enter below.

vammrermide

Projected
Graduates rst

A.A. Degree

Other bench
marks of
success* L

* Please specify:

Second
Year
Third Perth Fifth

40-

4

7. From, information obtained fraa the State Board for Community Colleges,
a listing of similar programs and their location is tabled below.

College or Other Source Proven Title
Current

Enrollment

No.
Graduates
Annual33

SAMPLE
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8. Please describe how the data obtained about student interest and local
employment VSB obtained,

9. Describe efforts made to work out cooperative program arrangements with
any institution listed earlier as having similar programs. Please
describe any arrangements made as well as reasons for lack of coopera-
tive arrangements.

SAMPLE
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10, Give evidence that the new program relates to the college's annual
and long-range plans developed for the DVTE and the SBCC.

D - ARTICULATIOff

A-9

1. List contacts made with (a) local secondary school systems, (b) post-
secondary educational institutions, (c) licensing agencies, and (d)
other camminlit4rsgenaies as appropriate to the new progress for pur-
poses of program articulation and/or cooperative work study arrange-
ments. Give details where firm commitments or contracts have beenmade. In additions, describe that impact this program will have upon
the racial balance of similar programs in other Maryland colleges
and universities.

SAMPLE
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2. Is this program intended to be a regional program?

Noj Yes If Yes, describe geographic area to be served and
expected out-of-county/cut-of-city enrollment.

- IMPACT ON EXISTING COLLEGE PROGRAMS

1. Will the new program, when implemented, result in changed enrollments
in other programs?

0 No 0 Yes. If les, please give estimates of effects.

Will the new program, when implemented, result in the termination of
other program4s)?

O No 0 Yes If Yes, phase list programls).

Does the proposed program have a termination date?

0 No 0 Yes If Yes, please indicate date.

SAMPLE
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V - REQUIREMENTS FOR DIPIMENTATIO4

1. Estimate the total number of new personnel required for the first five,
years of the program in the table below. (Use decimal equivalents
when appropriate.) Attach job description(s) and qualification(s) foreach new position(s).

Estimated Number of New
Personnel Required

(Noncumulative)
Year

First fiend Third Fourth

New Administrators

New Faculty

New Staff

TOTALS

List and describe all special new equipment needed to implement theprogram. (Divide equipment to be purchased between operational andcapital budget items.)

3. In addition to the new personnel tabled above, give evidence that exist-inn chaff is adequate to provide continuing administrative and super-visory support of the progress and that students have access to counsel-ing services designed to provide career information, planning, jobplacement, and follow-up services.

4. Will new or renovated facilities be required to implement the program?
No Yes If Yes, please attach description of requiredfacilities.

SAMPLE
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- COST FliTIMATES
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1. Complete tie tables below based on NEW mamma listed in section
F and your most accurate estimate or operational salaries and equip-
ment costs and capital equipment and facilities costs. (Enter amounts
in Functional Codes that apply.)

Nonctstulativaticsial Costa

Account Code Third 401EMEEMBIlllb062011111
Personnel allIMIIIM1111111111.1.1.

EMI=
MEMNON

111111111111111111111111111111111111111111111111

1111111M.111111MIMMMIMINIIIIII=
".1711E111111111MINNIMI =MEM
vrIT: MIN= MINIUM EMMENMINNEMMI =3=31- =MEM MMENNS
;L,),i -P11MIMMINI11111=1111111111IIMMINNIIIIIII=

I =MM. 1.1.1.1111. EMEIMEM
OMMEMII =MM.= EMMEN EMMEN=In =MEIN =EMI MEM.t2=1/ MEM= IMMIMMNIUMW= MEIMMOIN111= EMMEN

11111111111111111111111=1111111111101111111111

(31 Facilities

1111111111111111111111111111111111

Noncumulative Capital Costs

Seccad Fourth

Noncumulative Total. Cat-

GRAND TOTAL Year
of (1), (2), First Secon Fourth ft.
(3), and (4)
above

2. Current college full-time equivalent student cost: $

SAMPLE
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Are any non-State funds available to support the new program from
public or private sources?

0 No J Yes If Yes, detail below.

A-13

- MGM EVALUATES

Describe how the college will evaluate the success atlas. program in relation tothe stated objectives of the program.

SAMPLE



APPENDIX B

STUDENT PLACEMENT QUESTIONNAIRE
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Ei

A two of .:4.nst.u33. cagaga
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OFFiCE CF INSTITuT103.41. RESEARCI

PLACCIENT QITESTIONNAISE

cpfte e#
44c opts ov.

1PN cOiVO°
PLEASE PLkCE A CHECX HAM Ix TriE APPROPiIATE BL50154 IN DETAILS

AS APFROPRIATE.

'Ott

NAME SSA 2 -102-10t ease pry'

PER ENT ilitaESS
1-40

Curricuitri Studied at IC' 41-42
FUME PLANS

Transfer to a College or University
Name of Institution

Location
for field of study

work

Occupation

43
44-45

46-47

46
42-50

Daplager
County State

Expected tieekly Salary before taxes

Branch

Other
Explain

MARITAL SIMS rerrl.ed
Sin;le

OIR 4-72

61

52-54

55

56

57

58-59

60

C/. .ES AT ROCKIALLS it,h0 TAICOM4 FARM, MARNI.AN3
SetrPoeir 41'i .3 CO'InSta



APPENDIX C

GRADUATE FOLLOW-UP- QUESTIONNAIRE



state ztPcode

1. ARE YOU ATIENDMIG A COLLEGE
OR MYERS:TY THIS FALL?

Yes, PartTune

Yee. Fe rise

uyes, what is the name of your sawn
_

major?

2 ARE YOU PRESENTLY WORKING?`

pito, rellirkee Yes. Part-Time

U yes, it your work related to your community college studies? 0Yes

EMPLOYERS NAME AM AIMMESS

ARE YOU IN THE MILITARY?

PT"
4. ARE YOU SEEKING EMPLOYMENT? pYes

1.11.101.1.

=4.1 apawamoogor 4111111111.10.

pm°
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CATONSVILLE COMMUNITY COLLEGE

GRADUATES OE
CAREER PROGRAMS

Please correct mailing address below:

Name:

Address-

you.are currently employ ed. please go directly to Section B. If you are not currently employed, please answerSection A.

SECTION A: GRADUATES NOT CURRENTLY EMPLOYED
Check WI the response you choose.

I. After graduating from CCC, have you been employed?

I. Yes, part-time
2. Yes, full-time

----3. Not at all

2. The primary reason you are not currently employed is ...

I. Family responsibilities
2. Military status
3. Student status
4. Few job openings
S. Most jobs require additional education
6. Other, please specify:

3. Are you currently ...

I. Attending college part-time
----2. Attending college full-time
3. Not attending collegp, but plan to
---4. Not attending college and have no immediate plans to

4. II you are attending college, how does your current major program area relate to your MC programarea?

I. They are the same
2. They are closely related
3. They are somewhat related
4. They are not related at all

Stop here and return the questionnaire!
If you have been employed afteryour CCC graduation, please complete andreturn insertsheet, Page 5.

Thank you!

-I-



SECTION B:
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GRADUATES CURRENTLY EMPLOYED
Ft r Questions

Are you currently employed .-
7, plc asr check (4 the response you choose.

I. full-time
2. part-time

2. Did you hold your present job while attending CCC?
(Cheek 'Yes' even if you worked part-ante at that Job while attending WCand are WSW workingMI-time.

yes
no

3. Is your current job locred in ...

I. Baltimore County
Baltimore City

3. Washington, Prince George or Montgomery County Area
4. other Maryland location

tut-of -state

4. The most accurate relationship between your career program at CCC and job is ...

I. program helpful and directly related to job
2. program helpful and slightly related to job
3. program not helpful and slightly related to job
4. program not helpful and directly related to job
5. Program not at all related to job

S. Your annual salary before deductions is ...
flf you are working part-time, please calculate your salary on a fidl-time hadsi

I. below $5,000
55,000 to 57,000
57,000 to $9,000

4. $9,00i to $11,0005. above $11,000

6. Prior to graduating from CCC, did you have Work experiences related to your current position?

1. No, none that was related
---2. Yes, work experience that was somewhat related
-----3. Yes, up to one year of directly related work experience"4. Yes, one to five years of directly related work experience

5. Yes, more than five years of directly related work. experience

7. Since graduating from CCC, have or are you ...

A. enrolled in college courses

1. yes, part-time
yes, full-time
no,1 chose not to

4. no, butt plan to

S. enrolled in training courses offered by your employer, company or organization

I. yes
2. no, they are not available
3. no, I chose not to
4. no. but I plan to



For Questions 8 10, pleav write the number representing your response on the line provided.

Please rate your satisfaction with your present job using the following scale ...

1. highly dissatisfied
2. dissatisfied
3. satisfied
4. highly satisfied

salary
opportunity for advancement
opportunity_ for salary increase
fringe benefits
your job
opportunities for friendships with co-workers
communication with superiors
importance of your job
opportunity to do the things you were trained to do

9. Compared to persons in your field who have not yet earned an A.A. degree or completed a similar
program, but have about the same amount of experience. please rate the degree to which you feel
you

Nursing Gradteaks.: please Conipare yourself to 3-year hospital nursing school graduates
who have about the same amount of experience.

1. never
2. sometimes
3. usually
4. always

had a better chance of being employed
have more opportunity for job promotion
perform job tasks requiring a higher level of skills
earn a higher salary
are more satisfied with your job

Is an AA . degree required for the job you hold? (Please check)

1. Yes
2. No, but it's preferred
3. No, and no preference is given

10. Meese write in the corresponding number of the response below which best dexribest howyou feel
about the career-vocational courses you took at CCC.

0. not applicable
1. not adequate
2. adequate
3. more than adequate

The variety of courses was ... .
The introduction to the various areas of knowledge required in my career was ... .
The depth of the various areas of knowledge required in my career was ....
The presentation ofjob activities and career opportunities in my field included in courses was ... .
The emphasis on practical application of course material was ...
The currency of test and laboratory equipment was ....
The quantity of test and laboratory equipment was
The opportunity to learn job skills required by my career was ..
The theoretical understanding of the skills required in my career was ... .
The preparation for my future given me by courses was ...
The number of elective courses was ... .
The opportunity to take courses outside of my major career area was ... .
The emphasis on analysis of course material as opposed to memorization was ...
Overall, my satisfaction wits courses in my career area was ...
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.11. The following statements describe experience you may have had at tlitimsville Community
College, Using the Pliowing soak, please indicate your degree of agreemnt with she statement.

1. kiddy disagree
2. disagree
A agree
4. highly agree

WHILE AT CCC:

I . I became more aware of why others believe and act as they do.
2. I learned to weigh thepros-and cons of various courses of action before l made- a decision.3. I began to feel more personally responsible for my actions than I had in the past'4. I learned to set goals that were suited to my abilities.
S. I made more attempts to develop relationships with students than I had in the past.1 became more tolerant of diffenng viewpoints on issues of interest to me.

I was.mote concerned with my own, rather than others' evaluations of my accomplishments.8. I began to better understand myself.
9.. I became more able to get along with persons different than myself.

Please write your job title and name and address of your current employer. Show the subdivision of theorganization in which you work. If you work for a government organization or agency, show the full
,organizational designation, such as department, bureau, division. section. and the like.

Please write the name and job title a your immediate supervisor.

Your job title

Employer organization

Subdivision of organization, if appropriate

Street

City. State, Zip Code

Supervisor's Name

Supervisor's Job Title



Are there additional skills or areas of knowledge that you feel should be added to your career program
at CCC?

Are there specific skills or areas of knowledge that you feel should be eliminated, from your CM career
program?

Are there any courses which you feel could be altered or eliminated in your career prognon?

Do you now feel that any specific courses were vital to preparing you for your job?

Do you have any additional comme1ts or suggestions regarding your career program and how it relates toyour job?

Stop here and return this questionnaire

If you are currently employed, please write your name on the Employer Questionnaire and ask you immediatesupervisor to complete it.

Thank you for your assistance!
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MONTGOMERY
COLLEGE

Dear Graduate:

A two year public community college

ROCKVILLE, MARYLAND 20850 (301) 7824400

tfe need your help!

Every year vs are asked by goobers of the College
community to discover chat our graduates ere doing.
Each fell vs, therefore, survey students vfho received
e degree or certificate during the preceding academie
year. Mould you please complete those parts of the
enclosed ouestionnaire Ilhich pertain to you and return
it in the self-addressed stamped envelope.

Your assistance in this project will be appre-
ciated by all those concerned with improving the
educational program of Montgomery College.

Miami

Enclosures

Sincerely,

60e4,
art Cell

Dean of Institutional Research
and Analysis

CAMPUSES AT ROCKVILLE AND TAKOMA PARK. MARYLAND

Formerly Montgomery Junior College



MONTGOMERY COLLEGE
OFFICE OF INSTITUTIONAL RESEARCH

3 38

40

at

42-43
44-45

46

47

-68.

address

opcial ieurity no

GRADUATE FOLLOW4P QUESTIOMAIRE

Garrett mar)

PLEA.1 (NECK :dr A Ift.PRIA:r &X OR COMPLETE AS APPRWRIATE

ARE YOU U04....? (Check one only)0 i 0 2 0 3 0 4 El 5
In school In military Employed full- Unemployed and/or Housewife

service time looking for a ,fob

....7:ete Please sofTlete
. .Nd Porte 8 aid t

Please canplete
Parts C and E

ned040 as pt
Parts I) and E

PART A

06
Other

Mom; aomptJto Mama oomtati
Pert S Part E

ARE YOUCURRENTLY E
DOI

fh, Jniverslty
Of

Maryland

F YOU Ate IN SCHOOL.

D FULLTIME .1 OR PART -ityg 2 A
2 3

A Maryland A University or
Private College College in
or University Washington, D.C.

A Maryland
State

College

WHAT IS YOUR CURRENT MAJOR?

T

1
A University or A Trade

6
or tem attending

College not in Technical Montgomery
Maryland or D.C. School

NAME OF TRANSFER COLLEGE
OR UNIVERSITY

DID YOU LOSE ANY CREDITS IN TRANSFERRING FRIN4M.C. TO YOUR PRESENT SCHOCL? 1 Yes

If-yes, how many and in what courses?

Don't

MOW WELL DID MONTGOMERY COLLEGE PREPARE YOU FOR YOUR PRESENT ACADEMIC STUDIES?
Ell 0 2 013 04 0.5

Not at all -A little Weil Very well Excellently

Please go to Part E.

PART
IF YOU ARE IN THE MILITARY PLEASE ANSWER THIS QUESTION

CO YOU INTEND TO ....?

0 1 2
Make a career of Return to school
the military service after service

0 3
Return to, or find lifer. pleas* *Bah
a Job-after service

Please go to Part E.
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2

Employer:

Address:

PART C
F YOU ARE EMPLOYED PLEASE

MAY NE HAVE YOUR PERMISSIM TO AND YOUR SUPERVISOR A QUESTIONNAIRE REGARDING MONTGOMERY PROGRAMS?

If yes, please give his/her name:

Job title of your position:

Next anticipated position:

49 USING THE CODE BELOW WHAT IS YOUR CURRENT WEEKLY INCOME WITHOUT OVERTIME, BEFORE DEDUCTIONS.

0-$100 $1014115 $116-$130 $131-5145 51464160 $161 6 over

CP ©= 0' El 4 0'y ID 6

50-Si HOW MANY HOURS PER WEEK ARE YOU EMPLOYED?

52 NOW LONG HAVE YOU BEEN EMPLOYED IN (OUR PRESENT POSITION?

Las than 1 yr. 1-2 yrs. 3-5 yrs. 6-10 yrs. 11 yrs. or more

0 I 02 03 0 4 05
53 ARE YOU PRESENTLY EMPLOYED IN:

Montgomery County Other County in Md. Baltimore City Washington, D.C.

0i .0 Q' 04
Delaware, Pa.:

Virginia or West Virginia Other Out-of-State Location

0' 0 4
34 WHO HELPED YOU TO LOCATE YOUR FIRST JOB AFTER GRADUATING FROM MONTGOWAY COLLEGE?

Faculty Member M.C. Placement Office Employment Agency

0. 1 02 03
Family or Friend

04
Other Method Held sans Job while

attending 'Montgomery
s 06

55 WRAT IS THE RELATIONSHIP BETWEEN YOUR PROGRAM AT MONTGOMERY AND YOUR JOB?

Directly related Somewhat related Vaguely related Not at all related

DI 0 2 Ds C34
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56 IF YOUR RESPONSE IS "NOT AT ALL RELATED" THEN CHECK THE APPROPRIATE REASON BELOW:

Could not find job in field

01
Better opportunity for

advancement than in field of study

0 3

Did not want to work in field
once I graduated

Better pay than In field of study

2
Wanted to expIore ether work

possibilities

04
Other:

Si PLEASE RATE YOUR OVERALL SATISFACTION WITH YOUR CURRENT JOB.

Highly dissatisfied Dissatisfied Satisfied Highly satisfied

CI 2 1 4
PLEASE RATE YOUR SATISFACTION WITH THE PREPARATION MONTGOMERY PROVIDED YOU FOR YOUR JOB.

Highly dissatisfied Dissatisfied Satisfied Highly satisfied

59

61

Ej 6

0 0 2 0 3 4

3

F-: c? Rt, A27t

PART D
IF YOU ARE UNEMPLOYED AND LOOKING FORA JOB R TH S

If you are unemployed and seeking a job what is.the major reason you feel you have been unable tolocate employment?

i Salary toolowln the field for which I am trained

: Thereare wary few openings in the field for which I an trained
3 I need more education to qualify for the job I want

04 I have changed-my-career objective since graduation

05 I really am not looking for a job right now

Zraott jo, to Part E.

PART E
GENERAL

WHAT PART OF MIXITGCSIERY'S PROGRAM WAS MOST IMPORTANT IN YOUR CHOICE TO ATTEND?
0 1 0 2 3 Q4 s a 6

Special courses Financial Aid Job Placement Gewaral Reputation Open AdOission Others AmmoService Policy meat*

DID YOU REGRET .YOUR CHOICE OF COURSES AT MONTGOMERY COLLEGE?

1 Yes
2 No

If so. what do you wish you had taken?,
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4

DID yLki BENEFIT FROM THE INSTRUCTION?

0 0 3

very little Somewhat

DID YOU BENEFIT FROM THE COUNSELING?

Rol Very little S omewhat
0 3

WERE THE COURSES TOO DIFFICULT?

O 1 0 2
10 A little

03
Scolewhat

WHAT WOULD YOU MOST LIKE TO SEE CHANGED AT MONTGOMERY COLLEGE?

Very much

4
Very much

0 4
Very much.

WHAT WOULD YOU MASI LIKE TO SEE CHANGED AT MONTGOMERY COLLEGE?

paral....aa.m.

b5 WHAT WAS THE MOST IMPORTANT .',..ASON YOU CHOSE TO ATTEND MONTGOMERY

bb

O 1 Law cast .

0 2 College conveniently located

O 3 Program I wanted was offered

COLLEGE7 (Chock only one)

O 6- Good reputatior at Montgomery

O 7, Advice of others

13 8 Wanted to _live at home while

04 Denied admission to another school of my choice

5 Had academic problems at *mother school 0 9

HOW WELL DID MONTGOMERY COLLEGE PREPARE YOU FOR YOUR FUTURE?

Not at all
02

A little
0 3 0 4
Well Very well

67 1 IF YOU HAD IT ALL TO DO OVER AGAIN WOULD YOU ATTEND MONTGOMERY?

68-69

70

71-72

Yes 01 No 0 2

COMENTS

attending college

Other (write in)

0 5
Excellently

n.1111...mmaalotaawl.11.1...11111=1
.1111111,1111110.:

PLEASE RETURN COMPLETED QUESTIONNAIRE IN ENCLOSED, STAMPED, SELF - ADDRESSED ENVELOPE 14;

OFFICE OF INSTITUTIONAL 112$810CN -

mommomER coMmUNIW aILLEGE
51 Massette sTtEt:
tOctettix, MARYLAND 20$80
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.111

A

-vs .4-a- wiesarre,: A tyre year public community college

ROCKVILLE, MARYLAND 20850 (301) 762.7403

DRAFT COPY
OFFICE OF tiSTITUTIONAI. RESCARpi

For Discussion Purposes Only.
POST GRADUATE SuanyOFFICE OF IiiSTITUTIONAL RESEARCH

Please place a eleck mark in the appropriate box and fill in details as approptiate.
Your responses will assist in the evaluation or the College's educational program.

Same SS4 iJ 0:1 Ef] 2-10
Last First

(Please print and indicate if your name has chimed since you attended ) C)

Permanent Addref,ls 11-40
Curricuitna 311 which you graduated from IT 41-42

Post Graduation ActiVity
Transferred to a College or University

U2

Work

0

Full-Time

Part-Time
Name of institution

Location
L'Ajor field of study

.

2 Par--T14e
Occupation
Employer

County and State

43

44-45

43

49-50

51
What is your weekly salary before taxes? $ 52-54

Diiilitary
55

Branch 56

aCher
57

Explain ....r. 4WIII40..Or 53-59
Hirital Status 0 I Ltarried 0 2 Single 60
If you are working is your job related to what you studied at 1C? 61

0 Yes C] lie
If you are not working are you seeking employment? 62

Li Yes 0 No
If you are seeking employment have you,gentacted your College Place/meat
Office? 0 Yes Li No 63

Thank you for your cooperation.

OIR 5-72

CAmFusEs pes RocKviLt E AND TAKi".r.IA PARK. MARYLAND
Formerly tiiictitcpmery ..tsrfe r.otteg(
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OFFICE OF INSTITUTIONAL RESEARCH
HAGERSTIXIN JUNIOR COLLEGE

Hagerstown, itaryland

NSW

Year of Graduation

Curriculum

(married name)

1948-73 GRAMME FOLLO%-UP STUDY

Permanent address (if different from that on envelooe)

PRESENT STATUS

1. What
1.

2.

3.

4.

S.

6.

7.

8.

9.

10.

is your present status? (pease
I am, employed full-time and
college or university..
I am employed full -time and am
or university.
I am employed full-time end am
or university.
I em employed part-time and am
or university.
I am not employed and am

I am not employed ar.4 am
univeitty.
1 am in the Armed Forces
university.
i am in the Armed Forces
or university.
I an in the Armed Forces
or university.
I am_unemployed but am seeking employment.
None of the above. (Including housewives, retirees,. those in
training programs, etc.)

2. Uhat are
1.

2.
3.

COPT AVAILABLE

June. 1973

check one only)
am not currently enrolled in a

enrolled part-time in a college

enrolled full-time in a college!

enrolled full-time in a college,

enrolled full-time in a college or

enrolled part-time in a college or

and not enrolled in a college or

and am enrolled part-time in a college

and as enrolled full-time in a college

your present education goals?
I am currently enrolled full-time in a collet, or university.
I am currently lnrolled part-time in a college or university.
I plan within the next year to return to college.
I plan to return to college someday.
I an currently enrolled in a specific training program.
I have no plans at the present to continue my education.
My educational plans are unknown at this point.

3. Please check the highest degree held:
1. A.A. S.

Bachelor's
tlaster's

LL.B.

M.D. or D.D.S.
Ph.D. or Ed.D.
Other (please specify)
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II. EMOTHENT

(Please complete this section DAL if you are employed fall-time;
skip to section III).

4. Occupation or job title

S.

Employer

Address.

otherwise

!that is

1.

4.

your current annual
Up to $5,000
$8,000 to $7,499
$7,500 to $9,999
$10,000 to $12,499

6. Where is
1.

salary range (without overtime)?
S. $124.00. to $14,999

$15,000 to $19,999
$20,000 to $24,999

8. $25,00 or over

your job located?
Hagerstown
`7i thin Washington County
Intern Haryland

OIMINIMINM

Maryland
W.Va., Va., D.C., or Pa.
(within 100 miles of
Hagerstown)

Outside these areas

7. Please check one only:
1. Hy job. is in the occupation for which I was prepared at MJC.

-----2. tfy job is related to the education I received at WC.6.3. My job is not related to the education I received at WIC.

III. EDUCATION

(Pleats complete this section only if you are enrolled Atli-tine in a college
or univrsity; otherwise skip to section rv).

8. In which college or university are you currently enrolled:

Mich of

2.

the following best describes your status? (please, check one only)
Junior 4. Professional school
Senior -----8. Other (please spelt")
Graduate school .

10. What is your major. field of study? (please check one only)
1. Agriculture 4 Conservation 9 . Humanities

11.

2. Architecture
Biological and Health Science

-----4. Business
5. Education
--ft-6m6. Engineering

English-Speech-Literature
Home Economics

ChM asic, Drama)
W. Journalism
11. Languages

----12. Law
413. Math or Physical Sciences
14. Social Sciences

IS. Other (please specify)

How related is your present major to your curie'

1. They are identical.
2. They are closely related.

...J. They are somewhat related.
They are not related.

¢Mani at
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12. What is your approximate cumulative grade point average at the College
you are now attending? (Please indicate if it is not based on a
4.0 scale).

3.5 - 4.0
3.0 - 3.49

- 2.99

EVALUATION OP HJC

13. Please rate the following aspects of WC as you knew them while attending
SIC. Place the appropriate number on the blank preceding each aspect.

2.0 - 2.49
'below 2.00

1. Excellent or superior
2. Good or above average
3. Average

(.....1111MkgMlarkn.......122JULINIInwo no

Teaching Faculty
1.Student-Teadher Rotations

Learning Atmosphere
-Fellow Students
Administration

---tourse Selection
burriculum Selection

--Counseling
---Orethmsni Orientation

stration and Records
Student Activities

4. Fair, below average, or of little value
S. Poor

basis for ratimthe aspects).

Inter-collegiate Athletics
Intramurals

""----Job Placement
---Financial Aid

Cafeteria - Food Service
---Bookstore

Library
teaming Resource Centers

Other Comments?

14. Rive your educational goals been changed because of your experience
at HIC? If so, how?

IS.' If you had it to do over again, would you enroll at H3C?

Yes No Doubtful

Why?

16. Would you recommend RIC? Y es No Doubtful

17. What comments or suggestions for improvement would you make?
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MONTGONI. ERY
cowEGEA tut par public comatually CO...

ROCKviLLE, MARYLAND 20850 M2-7400

OFFICE OF INSTITUTIONAL RESEARCH

1972 GatiDUATE SONY

PLEASE PLACE A CHECK MARK IN THE APPROPRIATE BLANK AND FILL IN WAILS

AS APPROPRIATE.

(Please print)

PERMANENT ADDRESS

SS# 2-10

rwroPmesammum=MmO11/MmiftwIlehml.11
1-40

curriculum Studied at MC 41-42

MUM PLANS

ri3 Transfer to a College or University
Name of Institution

Location
for field of study 45447

Work
48

Occupation
49-50

Employer

County and State 51
Expected Weekly Salary before taxes 52-54

EiMilitary
55

Branch 55

Other
Expl ain

MARITAL. STATUS 0 Married
0 Single

OIR 4-72

57

58-59
60

CAtalkiteli AS ROCKVILLE AND TAKOMA PARK, MARYLAND
frar-Ahly wry COOP
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FOLLOW-UP QULS1 io:;:trara: OF UICLL ASSIS"A'as: STUDENTS

Address

Last Maiden

430.

Vitibte

a) is 4C1
14#

i!S
41,1,0 4 A%

44'4'

Initial

Street and No. City to

Telephone

Date you received your Medical Assisting Certificate

or A. A. degree

If you did not receives Certificate, what part of the training f.s missing?

Dave you attempted any parts of the AAMA Certifying Examination?

If Yes, mark those parts A Tin with the letter "A" and those parts pascediwith
the letter "P"

1. Medical Terminology, Anatomy, and Physiology.

2. Personal Adjustment and Human Relations; Oral Communications; Medical
Ethics and Etiquette,

3. Medical Lalia and Economics.

4. Office Skills; Secretarial and. Administrative Procedures; Written Communications

5. Accounting, Credits and Collections; Records, Medical and Non-Medical.

6. Examination Room techniques; Sterilization Procedures; Care of Equipment.

7. Laboratory Orientation (Urinalysis; Hematology; Bacteriology; Immunology
and Injections; X-Ray, Electrocardiography; Physiotherapy);.
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If not currently employed, please check one of the following reasons:

Attending college omemaker Cannot find unployment

If employed, is your employment--Part time? Full time?

Other

Present Position Now long employed?

Present Employer

Type of Business

Address
Street and No.

Telephone

City State Zip

If-you arc employed in a medical office, clinic, etc., please anower the following
questions:

Total number of persons currently employed in your office, clinic, etc.

Number of each type of employee in your office, clinic, etc.

Medical Assistant Registered Nurse Other

Medical Secretary Licensed Practical Nurse Other

Physician's Assistant Other

What are your weekl f, earnings BEFORE TAXES AND OTHER DECUCTIONS?

$ O-$

90 -

89

99

109

$110 - $119

- 129

- 139

$140 $149

150 - 159

160 and ever

120

130II
alordkomme

/IMMIN6



CIW/ AVAILABLE

Have you had t coreer acivaneement in the rnst yens? Yes no

-79-

'Uri.", please cheek the kind of advtncement:

1. Increase in salary.- How .much? per week, permonth, or
per yeET

2. Increase in fringe bentfits? What

3

is.

Increase in responsibilities? Describe

0.111111..

Promotion* Doncriba
wilMPMMI.I.Mr1111MINIMIN.111.....11...M111...W...011.1.11111.11011

5. Ilew Job Title* Describe

6. other. Describe

Is this your initial job after graduation from Montgomery College? _Yes No

If NO, why did you change :lobs?

Did your training at Montgomery' College equip you to be predictive at An entry-
level job as a medical assistant? Yes No

If NO, why not?

Did your treininr, nt Montgomery College equip you to adlonce to a position of in-
creasing mponsiLeity after a reasonable amount of experience? Yen No

If NO, why not?

If ynu desired to further your study, has your training provided a comprehensive
foundation for such study?. Yes No

If 10, why. not?

Do you have any suggestions for improving the Medical Assisting Program? Yes No

If TES, please 4otall.

It Would be helpful if Montgomery College could interview your employer. We willnot do so unless you give permission. Do we have your permission to do so?

Yes N o
If you need additional space, please use a plain sheet of paper and attach.

If we can be of further help to you at any tine, please call on us*

Thank you for answerinR this qurtierr-tre. it ir our nit: rf.rvc 7:u one. th:
mmunity by rroriding the bent trainiLc and follc -up possible in the finidof mefaeal nscistine*
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MARYLAND PUBLIC COMMUNITY COLLEGES
FORMER STUDENT FOLLOW-UP STUDY QUESTIONNAIRE

WINTER. 1974
MarlittiftItr5 PUNIC Community Colleges
Mat yianci State Board for Community Coilent.i.,

Dear Fortner Student

ise. 24878

Originally the purpose ,.if Community COlecies in Maryland, as in other states. was to provide the first two years of a
itaeCalaUteatt! progratrt Ovvr tilts Vt'arS, thtly have Liecome more comprehensive in the scope of their curricular
()ffvimis tie! that N o may abSt1SS how well these programs are serving the Maryland public. we ask you
to corrpiete this questionnairi:.

for your COIlVtIlits11CV prcaddressect and stamped tvturn envelopti is enclosed.

I hank you for t.rtir assritance mid cooperation.

7 2 3 4 77 7
7 K 710

11 17,

14

15

19

20 5 27

2314

a9 26 1 28

33

3435

31) 31 38

411

4.# 43

PAR I t )1 (WAAL INFORMAIION

Sefif,in / #01 . Rego ose

Ci,dt, ti ICE #1

Carton; Cot trcesititn.'111tathe)

Cr 'Kilt hoitts t-atnitd

Gradthtte I Yes 2 No

ilgttht degree receored I A A. 2. Certificate 3. Otpkona 4 Other award Ispeerfy) 5. None

Sincerely yours,

Alfred C. O'Connell
Executive Director
Maryland State Board for Community Colleges

...... . . .

11-fEGIS #

(.1ser.ta ssoirtt 1111M
t..orently enrolled I Yes 2. No

54.ctior+ 2 For student response

A Please crrf ie the aploottriute sex der:Aviation far yourself I. Mate 2. Female

ItttltiAte whttil urea of the folltlit.ettg citmtra ynts t.onsider yourself belonging
I White 2 Rt.tt k 3 041.00,41 4 So.ithsts Surnamed Ament.un 5 Antes's:art huhars
6 Other Ispecify}

C state your yeat of both

it PIP.ise 11%1 the? tottt Monti iftlittfieffIMI fflitlt/t your hir;It school

Ikr.if III graft tittittsil tH gyat of fit Ot

it-Witt S t1401/ tAtt0.1 It:minty) IState tither than M,ity$,tntat

f hint Mat trlattel 'teeth .t to tot qtIfilhltls tit 4 0 al, 11106.4,0ttf ittalithotnit

1..:(intifioef I an /Witt fhitif
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PART is

E e CAI ZONAL GOAL -

-P2-

UPON ENTRY TO THIS tObn
tt f students -are ry y to

E. Please envie your one primal, reason for test anendtng
this community collie.

1, To obtain an A. A. degree before tt &stetting
2. To obtain an A. A. degree; no further immediate

educatiome plans
3. To obtain a Certificate or diploma to improve ur up

grade tdiels
4. TO obtain train in a special program or to upgrade

skiee
S. To take some college level courses before transferring
6. lo take some tiberal arts courses which interested me
7. To take onset several courses of special interest

F. Was your primary interest, :ndicated above, achieved
before you left this community college?

1. Yes 2. No tit you respond it please answer Gather
wise proceed to 14 . I

G. What isitary reasonisi made you decide to discontinue
at this community college? Of more than one

reason evokes circle the irg or three most important
reasons./
1. Transferred 6. Entered military service
2. Employment 7. Lack of financial support
3. Perettnal 8. Moved to another area
4. Marriage 9 Change in educational goal
5. Lack of intereit

Please circle ,,of the following educational activities In
which you participated after leaving this college.

. 1. Aduft educadonal programs
2. On .the-iob trainket
3. Correepondence courses
4. T.V. courier tethicationse
5. Attended concerts, balerts, theatres, lectures
6. Other (please specify)
7. None of tge above

I. Please Ode id of the following community activites in
which you have participated after leaving this community
college.

1. JC's. science chars, community groups, political
groups, etc.

2. Church group
3. PTA, school volunteer
4. Red Cross, hospital volunteer
S. Recreation, scouting group, athletic group volunteer
6 Other ?please speedy/
7. Nona of the above

J. Old you attend this COInmunity college prtmatily on a
part inne or full time basis (Pan time less than 12 credit
hours per term; full time 12 or more credit hours per
term.)
1. Pan time 2. Futtime

PART III

C EMPLOY LD FORNIE111
former students who art novo- whir re

ITO 3 tea t
even VC trail to ono monet :On

respond to these

K. Indicate the geographic location in which you are
presently oinpruyeci

1. The same county lefty as this commumty college
2. Other county In Maryland
3. $> here Cite
4. Washington, O. C
S. Delaware
6. Pennsylvania
7. Virginia
8. West Virginia
9. Other out of -state location

TT "i TV
7 TV i?

Continued on next page

11

What s your current empldliolent status?
1. Pan time 2. Full time

M. Have you changed lobs between the title you left thii
community college and February 1541974?'

1. Yes 2 No

N. How long have you been employed in your preset
tub?

1. Less then t year
2. / -2 years
3. 3 Simms

4. 610 years
5 -11 years or more

For keypunch instructions only

Ntbianki

75 toed # 11

X T7 If r9 RI (Form # from front page?

Begin card *2

O. Please indicate both your Zagg emPlerheet year
salary upon leaving this community college and you
,present employment yearly salary.

Initial Salary;

Present Salary;

P. How did you locate your fist gib after leaving
community college?

1. Faculty at this college
2. This community college's placement office
3. Employment agency
4 family Of Mend
5. Other method
6. Held sameJob while attending this college



Q Indicate nu- mom aci.uratt relationship between
.157. program at this community cuttee and yoUr job.

1, Program directly related to Ina
2. Program somewhat related to fob
3 Program no' at all related to 10h

37

21

r
Er

R Piease rate your satesfaction with your present fob.

HromY
Dissatisfied

Highly
Satisfied

1 2 3 4 5
sigsv 0
Opportunities for

Salary increases 0 0 0
OOPortishitieS for

advancement 0 0 0
Job enter-nen: 0 0 0
Fringe benefits Li
Job importance 0 0 0
Communication with

superiors

S Did your educational program at this community Wage
assist you in .

Increasing your theoretical
understanding of skills
required for your job

Increasing your ablates
to perform gets

Yes No
Not

Nqatt...le

0

required by your job 0 0 0
°bunting your fob

Obtaining salary iticrewes
and/or promotions 0 0

T Would you list your employer and lob title?

1. Yes 2. No

Name of Employer tvokintaryi

Job Title (voluntary)

PART IV.

DR FORMER TU TS NAVE

;notomei .t

U. Immediately after leaving this community coaege, please
inthcate the type of institution to which you Unassigned.

1. Another llawytand public community college
2. A public State college in Maryland
3. The University of Maryland
4. Maryland private four-veer college*, university
5. A private two-yeer Maryland collage
6. Maryland technical or commercial sdemd
7. Dia-of -state four-year pubffc college or university
8. Ciskei -state fowyear private collage or university
9. Out-of-state two-year public caret

10. Outnfstate twoyear private college
11. Out-of mate technicad or commercial school

V. it you are currently enrolled in the institution indicated In
WI above. circle your present mwollment status. Mean
respond to both Status and Classification. For example: l2/
Fur-tens (31Junior.)

calletes as your

Status Classification
1111NIIM=11011.4.01M

1. Parttime 1. ReShnlift 4. Senior
2. Full-time 2. Sophomore L Graduate guidon

a Junior

W. Check your avers)) grade point average at the insdhstion it
above based on a 4point scale.

11.1 less than 10 14.)3.D -3.4
12.1 20 -2.4 131 3.5and aver
(3.123 - 2.9

X. To what extent was your curriculum program at tfla
1-9- I community collage related to yew mejor at the institution

indicated in above?

1. Directly related
2. Somewhat related
3. Not related

V. Please check the degree of satisfaction to which you feel
this community college prepared you for additional
academic work?

1. Extremely satisfactorily
2. Satisfactorily
3. Unsatisfactorily

Z. How many credit hours earned at this community college
were not accepted at the ifIlititatiall indicated in (U) above?

1. credit hours accepted
2. Lost 1 3 credit hours
3. Lost 4 6 cleat hours
4 Lost 7 12 credit hours
5. Lost 13 20 credit hours
6. Lost more than 21 credit hours

Continued on next page



PART V ENVItIONMEN1 AND SERVICES OF THIS COMMUNITY COI LEOF
tAll tonnt ? students slivuld resp(n to thew items ;

AA they ttlilthAinq denim clesefine aspects and bin V4e*,S1 Of /tins conlitlIttWV 4 Whip' In
the II/PhInh.tte' SI,14 c to the nelflt h st,itemeist is the
dower NFike Te Utilibiolsi

40

41

43

48

Net L %WI tent I, ftighiy
With item Dissatisf tett

0 1

Overall quality of instruction

Faculty availability after client

0

Faculty interest in students 0 0
Freshmen orientation program

Availabikty of cultural programs

ASSettenot finding employment 0 0
Counseling for course selection 0
Counseling for personal problernItil

Overall college facihtres

Facilities in my college program Q.

Student-facility relationships

Student relationships 0
Student mfluence in college decisions

Variety of student extra
cumcular activates

Varsity of student organuations

Academic atmosphere 0
Overall college atmosphere

7 3

0 0
a a
0 0
0 0

HtytnIy
Sat shed

4 5

0
0 E3

E3

0 Cl 0 0
E3 0

0 0 0 0
0 0
El 0

0 Cl

0 0 0
0 13 0
o- o

0
0 0 0

0 0 0
Ili f 80 Would you recommend to a friend your program of study at this community

college?

1. Yes 2. No 3. Uncertain

CC. Would you recommend this community college to a friend,

1. Yes 2. No 3. Uncertain

THANK YOU FOR YOUR ATTENTION AND ASSISTANCE

For keypunch rnstruct.ons only

51.., MINIM
2

NIcard 2)

73 77 78 79 80 (Form ft from front palter

Same as CC 76 80 on Card # t



APPENDIX E

EMPLOYER RATING OF PROGRAM
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MONTGOMERY
COLLEGE[1:0 A two year pubtic contmundy college

ROCKVILLE. MARYLAND 20850 a (301) 782-7400

Dear Supervisor:

Montgomery Comiunity'College is conducting an evaluation

of its educational programs and would appreciate your assistance.

As the supervisor of an M.C. graduate you are in a unique

position to provide valuable input into our study.

Please share your knowledge with us by completing the

enclosed questionnaire and returning it in the stamped, self

addressed envelope.

RLG:aml

Enclosures

Sincerely,

Robert L. Cell
Dean of institutional Research and Analysis

CAMPUSES AT ROCKVILLE AND TAKOMA PARK, MARYLAND

Formerly Montgomery Junior College



KR OE MAKE

(7)

(8)

(9)

(13)

Supervisor

Firm

Address

ONTGOMERY COMMUNITY COLLEGE GRADOATE

EMPLOYR QUESTIONNAIRE
4.4)

"game of Montgomery Oiege draduate

Title

AA Degree or Certificate

Does the position held by this MC graduate requi

(1) Yes

(2) Not required but preferred.

(3). No

Do you employ other two-year cortege graduates?

(I) Yes How many?

(2) No

e an Associate degree?

3. Do you give preference to a prospective employee with an Associate degree
over a person with two years of college and no degree?

(I) Yes

(2) No

4. If an employee in your organization earned an Associate degree woul

(14) A. Have increased chances of
2 3 n 4 ri

d he/she:

5

being promoted Never Unlikely Sometimes Usually Always

(15) B. Be expected to assume
greater responsibilities Never Unlikely Sometimes Usually

job tasks requiring a
3 4

(16) C. Be expected to perform r---

high level of skills Never Unlikely Sometimes Usually

2 3 4
50
Always

5 [i]

Always



-40-

Based on your own experience of supervising a Montgomery College graduate please
indicate how adequate you feel the College prepared her/him in each of the areas
listed below. (Adak apprapriate response)

(17) A. Depth in the various areas of knowledge
required by the job is

(18) Scope of the-various areas of knowledge
required by the 'job is

(19) C. Understanding of the theory behind the
tasks performed is

(20) D. Performance of Job skills from the
beginning of employment was

(21) E. Familiarity with equipment and machines
used in your operation in the beginning
was

(22) F. Ability to communicate with superior is

(23) G. Ability to get along with fellow workers
is

(24) H. Overall work attitude is

Inadequate Adequate

an

0.

More than Not
Adequate Observed

3

D

6. Would you employ another Montgomery graduate who has a degree in the same area as
your current employee?

(25) (1) Yes - without reservation

26-27)

'(28 -29)

(2) Yes - with careful screening

(3) No - Why?

Please specify any additional skills that you feel an AA graduate you employ
should have:

11.1.181.1.811.01......INIIIIIIMM/MS.=IMMMOMMI.lii11=1ENNIIVI=1

Is there any weak skill or technical area that should be strengthened by the
College?



op'.1wir

8. Please specify any additional areas of knowledge that you feel an AA graduate
you employ should have?

A30-31)

(32-33)

Is there any weak area of knowledge that should be strengthened by the College?

9. Please feel free to add any additional comments:

(34-35)

10. If further evaluation of college programs is needed, would you be willing to share
your expertise and be contacted by our faculty?

(36) (1) Yes (2) No

Supervisor Completing This Questionnaire:

Name

Title

Company/Organization

Street

City/State/Zip Code

Please return to: Dr. Robert L. Gall
Dean of Institutional Research

and! Analysis

Montgomery Community College
51 Mannakee Street
Rockville, Maryland 20860



.92.

Employers will be asked to respond to the following questionnaire.

PRYSICIAh'S KVALUATION or EDIGAL ASSISTANT GRADUATE

DRAFT COPY
For Discussion Purposes Only

OFFICE Of 114111-11110NAL .fICSEARCH
Student's Name

Date

Lost Maiden First Initial

Period covered by this evaluation

Physician's Name

Telephone

Type of Practice

Address

Street and No. City State

Fore completed by Title

Zip

Total number of persons currently employed in your cffice, clinic, etc.

Please indicate the number of each type of employee you employ in your office, clinic
etc.

Medical ksisistant Registered Nurse Other

AMMMM.!. Medical Secretary Licensed Practical Nurse Other411.1!

Physician's Assistant Other

2. Please rate the zraduate on bcr performance of each of the listed Zenctions.
Please add to the list if appropriate. If you feel the student me veilqualified as a result of her training to perform a given function, please place a
check mark in the colmn Iteaded 1:ELL QUALI'CIED; if you feel the stur!ent
MAZ adcquarely a result of her trainin7 to rerform a fiven fvncr.ion,ple2ce place chac ,var!: in Ow celu4-x, E4 a4ce .%11::1U."61-.LY ot.,L. If the
function is not re.quirti in you: prc.ctice, please piacc a check mad. in the Lest
column headed NOT APPLICALM.



Clerical Procedures:

nandle the telopLone

Screen telephone calls

COPX AVAILABLE

Perform reception duties

4.. Typo a medical histary

5. Take a medical hintory

6. Type medical reports and
consent forms

7. Make hospital reservation!:
for patients

8. Tike care -of incc:ing and
outgoing rail

9. Mintain medical recores for
submission to official agencies

10. Use a transcription machine

11. Use a duplicating machine

12. Use business rachinel;
calculator, etc.

r
13. Compose shorts routine letters

14. Take care of filing

15. nitccoLd fees, charees and
payments

Well Adequately Poorly Not

gopllifiva _SbElifj .4 A,:licaltiv



iIell Adequt2tely Poorly Not

Clerical 2'roccduIe5: continued koliffed Ow:IMOft (Inplified ."4-111.0:.Me

16. Scnd out bills

7. I:ecp a set of account books

)8. Prepare incel.lit statements

and balance chccts

19. 14,a1Ee care of banking

20. Reconcile hank staterients

21. Eandlc petty cash

22. Take care of payroll

23. Cc plate insurance forins

24. Plan and prepare itineraries
for the doctor

25. Take care of houolzeeping
duties

26. Purchase, handle, ana score office
supplies

27. Purchase, h.aidla, ane store
nu dical supplies

28. Maintain dc:tcrfs meCical library

29. Tyl. ranuscripts

30. Other (please sper.a:y)

IMMI.



BEST CM AMBLE

Clinical Proceduron:

1. Prepare patint fnr physical
examinatien

Drape patient

4.1

Take vital sl.or, men and
blood pressure)

4. Use steril techniques

5. Perfer4 first-aid techniques

Well Adequately Poorly Not
gLzel (11 ri,,:t1 i f f otial if:f

Sterilize and maintain (.quipnvnt,
and supplies

Prepare and administer oral
medications

Prepare and a4ministvr
parenteral medications

Assemble equiement for examinations
and diagnostic procedures

10. Asserble equinnt and assist viti
minor surrical procedures

11. Assist with and/or apply dressincs
and bandages

12. Change surgical dressings

13. Perform 'irrigations

14. Use a microscope to
scopic preparations

15. Use a ricroscs;:. ts
scopic preparations

16. Use a microscope to
scopic preparatiors
speci'lens

identify .icro-
of urine sedir.ict

idzntify
of blood cells

identify rierc-
of. b4cteria1



Vrocedurco: continued

Me a colorir,,ter to re..d re,!tults
of coloritwtrie pre:vdurer:

a.. glucerx by kit method

b. blood urea nitroLon by kit
method

C. (other)

d. (other)

18. lr.part.. and adninIstr intravcnous
punctul'c fur blood Livcii.vn

19. Perform capillary puncture for
nIcroldo:J.11c,einiques.-.

20. Ce'llect urine specimens

21. Perform routine urinalysis pro-
cedure

22. Perform a simple pregnancy tort
on urine

-23. Porfor a cimple %idney funct:ton
test

24. Prepare specimens for railing

25. Perfo:7: following dctermi-
natiens:

a. Erytbracyto count

h. Lcullcc,tc ccunt

C. iletiintocr;t:

Eemer.lobfn

Wall Metiwiely Poorly Nut

t>>'r.I i f i c d ouolifi ..11 I cr,ble

011=d1111MMmrIM



UST COPY AVAILABLE

Clinical rrocestureh:

0. Differenii.0 cit,nt
niorpheic.,&;k-al

erythroc)teN 4nd lcuhozytes

26. Perform staining technique:.

a. Wight's stain for 1)14)06
sawars

Cram stain for bacteria

27. (Other)

28. (Other)

29. (Other)

30. (Other)

Veil . t41,7quately Poorly Lot

AT17,4icra1!t

,IIMINMEM=1011111

What recommendations tmuld you matte for the improve .tent of the Nodical AssiJtent
Prixticum?

What recommendations would you make for the improvement of the Assistantpr)gra4C
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